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INTRODUCTION 

Centuries ago it was said, "Of the making of 
many books there is no end." With equal truth 
we might say to-day, "Of the forming of many 
organizations there is no end," 

Our government grew out of character. "Its 
organization was the result of conscience im- 
{danted in man, and of character developed by 
him." 

In this progressive age, in which all public- 
spirited men and women are working side by 
side in the solution of perplexing problems and the 
performance of important tasks, it becomes 
necessary to consider the best means and methods 
of accomphshing desired ends. 

Within the last few years so many books on 
Parliamentary Law have been published, that 
one almost feels that an apology should be forth- 
coming when another on the same subject is 
oflered to the public. It is, however, the belief 
of the writer that this volume will not only prove 
available to clubs, lodges, churches, or any regu- 
larly organized body, but that it will at the same 
time serve as a practical textbook in high schools, 
colleges, and universities. 
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The work outlined is in perfect accord with 
Jefferson's Manual, Robert's Rules of Order Re- 
vised, and a Compendium of Parliamentary Law 
as compiled by Mrs. John F. Lewis. 

Especial acl^nowledgment is hereby made to 
Mrs. Lewis, one of our nation's greatest parlia- 
mentarians, whose teachings gave inspiration and 
practical direction to the author. 

The present work is adapted to any organiza- 
tion. It is respectfully submitted to the public 
with the hope that it will be not only valuable in 
our schools but in all organized bodies. 

Emma Guy Cromwell. 

Frankfort, Ky., Jan. 5, 1918. 
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Chapter I 

MOTIONS AND THEIR USES 

Explanatiott of Tree Chart — iHlroduction of 
Business — Classification of Motions — Resolu- 
tion, or Main Motion — Communications 

EXPLANATION OF THEE CHART 

Shakespeare tells us "there are tongues in 
trees." 

May we not feel that the Tree of Parliamentary 
Law speaks to us in eloquent testimony of the 
practical working power of system and the price- 
less value of justice to all ? 

The four important things accomplished in the 
study and practice of Parliamentary Law are : 
First, justice and courtesy to all; second, one 
thing at a time; third, rule of the majority; 
fouilh, rights of the minority. These represent 
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the roots, shooCiiig deep into the soil of cominoa 
sense, which must be kept moist by the waters of 
courtesy. 

The trunk, or body, of the great tree of Par- 
liamentary Law is divided so as to represent the 
four classes of motions, viz. : Resoiutions or Main 
Motions, Subsidiary Motions, Incidental Motions, 
Rand Privileged Motions. 

m The lower part of the trunk represents the 
f Resolution, or Main Motion, under coQsi deration, 
and is therefore practicaUy the beginning or 
foundation. 
The three divisions, or classes, based on the 
Llower trunk are: First, Subsidiary Motions, 
■which are termed aiders, or helpers, to the Main 
f Motion; second, Incidental Motions, which arc 
incidentally thrown in to assist the Main Motion ; 
third. Privileged Motions, which do not relate to 
the MaJii Motion but are such as to require im- 
mediate action. They are represented by the 
upper part of the trunk and therefore come first 
for consideration. 

From these three upper divisions of the trunk 
are sent forth branches, or limbs, of importance. 
The leaves represent the circumstances and events 
which occur from time to time in organization 
work. As leaves gather from the sun and rain 
elements essential to the growth of the tree, con- 
tributing to its heaUh and beauty, incidentally af- 
fording shade and protection to passers-by, so the I 
eiScIent handling oi all matters arism^ foe a 
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tion gives to organization workers a grati' 
sense of power and usefulness, and at the same 
time disposes of business with promptness and 
accuracy. 

The blossoms symbolize the beauty, naturalness 
and grace of manner which are the reward that 
await the careful and systematic study and prac- 
tice of Parliamentary Law. 

As the tree is known by its fruit, so the value 
of individuals to their community in organiza- 
tion work may he known by their knowledge of 
this science, which, after all, is justice based on 
common sense and reason. 

INTRODUCTION OF BUSINESS 

There are three ways to introduce "business" 
before an organization : First, Resolution, or 
I Main Motion; second. Communication; third, 
Report from Committee. 

CLASSIFICATION OF MOTIONS 

Motions are divided into four classes: First, 
Resolution, or Main Motion ; second, Subsidiary 
Motions ; third, Incidental Motions ; fourth, 
Privileged Motions. 

RESOLUTION, OR MAIN MOTION 

A Resolution, or Main Motion, is a statement 
I of a proposition for the consideration of the 
|1m«^. They are synonymous terras. 
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A resolution introduces business, requires a 
second, may be amended, and a majority vote 
adopts it. It may be reconsidered, and when too 
late to reconsider may be rescinded. Recon- 
sideration is in order only on the day the vote 
was taken, or on the next succeeding day (holi- 
day not counted). This applies to organizations 
in session for two or more days. In weekly and 
monthly meetings, to reconsider is in order only 
during the meeting. A Resolution, or Main 
Motion, is the only motion that can be postponed 
indefinitely. The maker of a motion is entitled 
to the floor first and last in debate. All Resolu- 
tions and Main Motions should be in writing, 
and handed to the secretary. Two resolutions 
cannot be entertained by the Chair at the same 
time, therefore cannot be pending. Remember, 
only one subject can be under consideration at 
the same time. A motion is before the body 
from the time it is stated by the Chair, until it 
is disposed of, but may not be under immediate 
consideration all of that time. 

There are four important things necessarily 
pertaining to motions: First, How to correctly 
present a motion from the floor; second, How to 
state your motion; third, How to put the motion 
to a vote; fourth. How to announce the result 
of the vote. 

Form to present a motion correctly: Mem- 
ber rises and addresses the Chair, "Mr. Presi- 
dent," or "Madam President," and wails until 
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recognized by the Chair, then says, "I move the 
adoption of the following resolution : 'Resolved, 
That the History Club give an entertainment for 
the benefit of the Red Cross Society,' " or "I 
move that the History Club give an entertain- 
ment for the benefit of the Red Cross Society." 
This is the correct way of presenting a main 
motion and should be strictly adhered to. After 
it has been seconded by a member, the Chair 
rises and states the motion : "It has been moved 
and seconded. That the History Club give an 
entertainment for the benefit of the Red Cross 
I Society," or the Chair may state the motion 
B thus: "It has been moved and seconded to 
adoptthe resolution, 'Resolved, That the History 
Club give an entertainment for the benefit of 
the Red Cross Society.' " The Chair has stated 
the motion correctly. He then says, "Are you 
ready for the question?" Third, Chair rises, 
and puts the motion to a vote by saying, "All in 
favor say, 'aye' ; opposed, 'no.' " Fourth, the 
' Chair announces the result of the vote thus: 
"The ayes have it, and the motion is adopted ;" 
or "The no's have it, and the motion is lost." 

The Chair should never fail after stating a 
resolution to say, "Are you ready for the ques- 
tion?" This gives the body a chance to debate 
the resolution and dispose of it in any way it 
deems best. Calling for the question does not 
.compel the Chair to put it to a vote, even after 
it has been debated, so long as au-j meKfee."^ 
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wishes to discuss it or to make any motion dis- 
posing of it. Every member has a right to speak 
once to the motion, unless the previous question 
has been ordered and adopted. The member who 
introduced the resolution has the right to speak 
twice. The Chair, without rising between the 
discussions, should ask : "Are there any further 
remarks?" 

Any subsidiary motion may be applied to the 
main motion, or resolution. If a motion is "laid 
' <Hi the table," or "postponed to a definite time," 
lit takes with it all pending subsidiary motions. 
The mover of a motion should be allowed to 
explain his motion, but he cannot speak more 
than twice nor longer than ten minutes to the 
question, except by suspension of the rules, 
which requires a two-thirds vote. 

When a motion has been made, and the mover 
wishes to withdraw it, he can do so (provided it 
has not been stated by the Chair) by saying, "I 
withdraw my motion." 

If it has been stated by the Chair, the member 
rises and says, "Mr. (or Madam) President, I 
wish to withdraw my motion." The Chair says, 
"If there is no objection, the motion may be with- 
drawn," If any one objects, a motion must be 
made granting the member leave to withdraw 
his motion, and the vote must be taken as in any 
other motion. This motion does not require a 
second, as the mover of the motion is the sev- 
onder. The maker oE a motion cannot speak 
against his motion, but ma^ votcagaMcS.'*., 
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The introducer of a resolution may amend it, 
or he may accept an amendment, by rising im- 
mediately, and without recognition saying, 
"Madam President, I accept the amendment." 
If no one objects, the Chair announces the motion 
as amended. If anyone objects, a motion grant- 
ing leave to withdraw must be made and put to 
a vote. There is no limit to the amendments that 
may be made to the main motion, or resolution, 
so long as only two are pending at the same time : 
First, an amendment to the resolution ; second, 
an amendment to the amendment. 

As soon as a member has made his motion, he 
should sit down. Two members should not 
occupy the floor at the same time. 

After the Chair has stated a motion, it is then 
in the hands of the body. 

Form: "Madam President, I move the adop- 
tion of the following resolution : Resolved, That 
the History Club give an entertainment for the 
benefit of the Red Cross Society in France." 

Member: "I second the motion." 

Chair: "It has been moved and seconded. 
That the History Club give an entertainment for 
the benefit of the Red Cross Society in France. 
Are you ready for the question ?" The Chair 
takes her seat and gives every member an oppor- 
tunity to speak to the question, occasionally ask- 
ing if there are any further remarks. When all 
who desire have simken, the Chair rises and says, 
'"The question is on the adoption oi tVe tc^i^iJii.- 
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tion : 'Resolved, That the History Club give an 
entertainment for the benefit of the Red Cross 
Society in France.' All in favor, say 'aye'; 
opposed, say 'no.' The ayes have it, and the 
resolution is adopted," 

All business in a deliberative assembly should 
be introduced by means of a resolution, and when 
adopted by the body, this resolution becomes a 
law. 

COMMUNICATIONS 

A communication is one of the ways in which 
business may be brought before an organization. 
It is a message sent to the body for its considera- 
tion. All communications, or messages, should 
be read by a clerk of the assembly, or by the 
corresponding secretary of the society. If a com- 
munication requires an answer when read by the 
corresponding secretary, the Chair should say: 
"What will you do with this communication?" 
A member may move to accept or reject it. 
This motion is treated as any main motion. 

At a regular meeting communications are " 
usually called for after the approval of the 
minutes, and before the reports of the other 
officers. At the annual meeting communications 
usually come after the reports of all the officers 
have been heard. There is no law which will 
prevent any society from adopting its own order 
of business to suit its needs. 



SUBSIDIARY MOTIONS 

Indefinite Postponement — Amendments — By Ad- 
dition — Substittt te Mo Hon — Elimina tion 

The second class of motions are the subsidiary 
motions, viz.: Indefinite Postponement, Amend- 
ment, Amendment to Amendment, Refer to a 
Committee, Postpone to a Definite Time, The 
Previous Question, To Lay on the Table, To 
Take from the Table. These motions are not 
resolutions, but are aiders, or helpers, to resolu- 
tions, or main motions, in allowing the majority 
to dispose of the question under consideration as 
they deem best. 

The subsidiary motions take precedence over 
the main motion, and must be voted on first. 
They are made in their order going up the tree, 
and voted upon in their order coming down. 
Any number of subsidiary motions may be ap- 
plied to the resolution under consideration, but 
they must succeed each other in their proper 
order, or rank. They yield to privileged and 
incidental motions. 
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Its object is to kill the main question, or reso- 
lution, under consideration. It cannot be 
amended, or have any subsidiary motion applied 
Id it, except the previous question and motions 
limiting and extending the limits of debate. It 
requires a majority vote to adopt it, and it is 
debatable. If lost, it cannot be renewed on the 
same subject during the session. Therefore, 
indefinite postponement saves time in disposing 
of unprofitable questions. An affirmative vote on 
it may be reconsidered, but not a n^ative. If the 
previous question is called, it affects the motion 
to postpone indefinitely only, and does not toudi 
the main ftiotion or resolution, and the same rule 
applies if a motion to table is made. 

Form: "Madam President, I move to post- 
pone the resolution indefinitely ;" or "I move the 
question be indefinitely postponed." 

It is the lowest of the subsidiary motions, and 
can only be applied to the main motion. It yields 
to all privileged, incidental, and other subsidiary 
motions. It is really a motion to reject the main 
question. If the motion to postpone indefinitely is 
pending, and the resolution is referred to a com- 
mittee, the motion to postpone indefinitely is 
ignored, and does not go to the committee. It 
can only be made while the main motion alone is 
pending. 
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AMENDMENTS 



m The object of an amendment is to change or 
B modify. Its real intention is to make better. 
P Only two amendments may be pending at one 
r time. First, an amendment to the motion; sec- 
ond, an amendment to the amendment An 
amendment to the amendment cannot be 
amended. Two amendments to different parts 
of the resolution cannot be entertained at the 
same time. For instance, if an amendment to 
one part of the resolution or proposition is pend- 
ing, it would not be in order to make another 
amendment relating to another part until the 
first amendment is disposed of. A motion to 
amend is a proposition on the part of some mem- 
ber to change the motion already made. 

An amendment requires a second. It is de- 
batable, but the debate must be confined to the 
amendment, as each amendment is a new ques- 
tion. A member, even if he has exhausted his 
right to speak to the question, may speak to the 
amendments as they are offered, but his remarks 
must be confined to the amendments absolutely. 
Amendments to motions requiring a two-thirds 
vote require only a majority to adopt them, but 
the motion as amended requires a two-thirds vote. 
Also an amendment to the amendment requires 
only a majority vote, but the amendment as 
amended requires a two-thirds vote. 

An amendment must be germane to the ques- 
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lion, also an amendment to the amendipeiit must 
be germane to the amendment. If an amendment 
is lost, another may be made at once. An amend- 
ment alone cannot be referred to a committee, 
postponed or tabled, but you can move the prev- 
ious question on the amendment alone, which, if 
adopted, stops debate and all further amend- 
ments. A resolution as amended may be further 
amended until the final vote is taken, but each 
amendment must have a bearing on the motion. 

Negative amendments, when they merely re- 
verse the vote, are not permissible. Example: 
Mrs. Crowe moves that the society take dinner 
at the Capitol Hotel on July 4th. Mrs. Cherry 
objects, and moves to amend the motion by in- 
serting the words "do not." The Chair rules 
this amendment out of order, as It would be 
taking the negative vote first, which is a violation 
of parliamentary rules. 

Minutes may be amended, i. e., corrected, re- 
gardless of the time, but after adoption, when too 
late to reconsider the vote, it then takes a two- 
thirds vote for their amendment, unless previous 
notice of their amendment has been given, when 
only a majority vote is required to adopt. 

Remember, an amendment is always debatable 
except when the motion to be amended is not de- 
batable. The vote may be reconsidered, and if 
adopted brings back to the society the amend- 
ment previously voted upon. You may withdraw 
your own amendment, also accept an amend- 
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ment. You cannot sf>eak against your amend- 
ment, but may vote against it. 

When the Chair states the question on the 
amendment, he should repeat the motion in full 
so that all may understand what change is pro- 
posed. "If there are several changes to be made, 
it is usually better to re-write the paragraph and 
offer it as a substitute." 

Amendments to the title of a bill or resolution 
are not in order until after its passage, and must 
be decided without debate. 

The three methods of amending are : First, by 
addition ; second, by substitution ; third, by elimi- 
nation. 

BY ADDITION 

Words or paragraphs may be added or m- 
serted. Words thus added or inserted must be 
-consecutive, as well as germane to the resolu- 
tion or amendment. Tlie phrase, "by addition," 
means to place at the end, or insert between. 

Form: "Mr. President, I move to amend the 
resolution, 'Resolved, That the History Club give 
an entertainment for the benefit of the Red Cross 
Society in France.' by adding after 'France,' 'and 
Russia.'" Member: "I second the motion." 
Chair: "It has been moved and seconded to 
amend the resolution by adding after 'France,' 
'and Russia.' Are you ready for the question ?" 
If not debated or further amended, ttvt Cfea.vt 
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says, "All in favor, say 'aye'; opposed, say 'no.' 
The ayes have it, and the amendment is adopted." 
The amendment is now a part of the main 
motion, and is put into it. As the amendment is 
the only question that has been adopted, another 
vote must be taken to adopt the resolution as 
amended. 

Chair: "The question now is on the adoption 
of the resolution as amended : 'Resolved, That 
the History Qub give an entertainment for 
the benefit of the Red Cross Society in France 
and Russia,' Are you ready for the question? 
[When the Chair asks, 'Are you ready for the 
question,' remember that the resolution can be 
debated and further amended, unless the 
previous question has been adopted.] All in 
favor say 'aye' ; opposed, 'no.' The ayes have it, 
and the resolution as amended is adopted, and 
reads : 'Resolved, That the History Club give an 
entertainment for the benefit of the Red Cross 
Society in France and Russia.' " 

Action once taken on amendments is final, un- 
less reconsidered or modified. It must be differ- 
ent from any amendment previously acted upon. 
A motion to reconsider a vote on an amendment, 
if adopted, brings back to the body the questiMi 
on the amendment previously voted upon. After 
a paragraph has been inserted it can only be 
further amended by adding to it 
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"Amendment by Substitution" means to strike 
out some part and substitute something in place 
thereof. A substitute motion is a different 
motion on the same subject. It is an amend- 
ment and is treated as such, and can only have 
one amendment at a time. When a substitute 
motion has been adopted, the resolution can only 
be further amended by addition. While an 
amendment to the main motion is pending, you 
cannot offer a substitute for the resolution; but 
if the amendment is lost or adopted it would 
then be in order to offer a substitute motion for 
the resolution. The substitute must be made 
first. 

There are really two ways to amend by substi- 
tution: one, by striking out a word or a few 
words, and inserting ; the other, by striking out all 
after "resolved," and substituting therefor, or 
by striking out an entire paragraph, and substi- 
tuting therefor. Where only a few words, you 
move to strike out and insert. When a motion 
is not well expressed, it is often better to substi- 
tute an entire proposition than to change a part 
of it, but the substitution must be germane to the 
question. Really, in parliamentary language, it 
is not correct to speak of substituting one word, 
r part of a paragraph for another, as the term 
is applied to nothing less than a paragraph. 
When a question is being considered by sectio-a^. 



I 



PARLIAMENTARY LAW 



it is ill order to move a substitute for the pending 
section, but one cannot move a substitute for 
the entire resolution or report until the sections 
have all been considered and the Chair has 
announced that the entire paper is open to amend- 
ment, 

"When a resolution with amendments is re- 
ferred to a committee, they may in their report 
recommend a substitute for the resolution, even 
though two amendments are pending." In this 
case, the Oiair puts the question first on the 
amendments that were pending when the resolu- 
tion was referred to the committee. When dis- 
posed of, the question is stated on the substitute 
recommended by the committee, and it is treated 
as any other substitute motion. 

The substitute motion is often used by skilled 
parliamentarians to defeat some action which the 
majority of the body wishes to pass. It is some- 
times the most efficient weapon to cut the 
"Gordian knot" of a parliamentary tangle. It 
often happens that the main motion and the sub- 
stitute motion each contain propositions that do 
not conflict, and both are desired. In this case 
the substitute motion should be voted down, and 
the proposition contained in the substitute mo- 
tion should then be moved as an amendment by 
addition to the main motion. The vote should 
first be taken on the amendment to add the words 
in the resolution ; then, if adopted, the question is 
on the main motion as amended, and consists of 
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the propositions of both the resolution and sub- 
stitute motion. 

When a motion is not well expressed, it is often 
better to substitute an entire proposition than to 
change a part of it, but it must be germane to the 
question. If there are several proposed amend- 
ments to an amendment, they should be put to a 
vote in the order in which they were moved. 

A motion to amend the minutes or journal 
takes precedence of the motion to approve it. 

ELIMINATION 4 

"To amend by elimination" is to strike out en- 
tirely such word, or words, in a resolution as are 
not wanted, but care should be taken not to 
change the form of amendment. The subject of 
a resolution can never be stricken out. The 
motion to eliminate certain words can be ap- 
plied only to consecutive words, though, as the 
result of amendments, when the final vote is 
taken the words may have become separated. If 
you desire to strike out separated words, it is 
necessary to do this by separate motions, or a 
motion may be made to strike out the entire 
sentence containing the words to be struck out, 
and insert a new sentence. A motion to elimi- 
nate may be amended by a motion to strike out 
something from it, which is equivalent to leaving 
the last named matter in the original motion. 
Example: "Resolved, That t\ve. A-oIq w.v)«. 
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coffee, sandwiches, pie, milk and nuts at our reg- 
ular meeting." Member: "Madam President, I 
move to amend the resolution by eliminating 'pie, 
milk,'" Member: "I second the motion." 
Chair: "It has been moved and seconded to 
amend the motion by eHminating 'pie' and 'milk.' 
Are you ready for the question ? All in favor say 
'aye' ; opposed, say 'no.' " "The ayes have it, and 
the amendment is adopted. The question now is 
on the adoption of the resolution as amended ; 
'Resolved, That the club serve coffee, sandwiches 
and nuts at our regular meeting.' Are you ready 
i for the question? All in favor, say 'aye'; op- 

posed, 'no.' The ayes have it, and the motion as 
amended is adopted and reads : 'Resolved, That 
the club serve coffee, sandwiches and nuts at our 
regular meeting.' " 

An amendment cannot be tabled, postponed, 
or referred to a committee, but the previous 
question can be moved on it. The motion to 
I amend by striking out words can be applied only 

j to consecutive words. If the motion to strike out 

■ certain words is adopted, the same words cannot 

J be inserted again unless so changed as to make 

[ a new proposition. 
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COMMITTEES 

Refer to Committee— Committee of the Whole- 
Standing Committees — Special Committees- 
Credential Committee — Program Committee — 
ComnUttee on Resolutions 

REFER TO COMMITTEE , 

Its object is to put the matter in the hands of 
a few persons, whose duty it is to consider the 
subject carefully and report back to the body. 
The motion to refer to a committee may be made 
when a motion to amend or to postpone indefi- 
nitely is before the society. It requires a second, 
is debatable, may be amended, and a majority 
vote adopts. It may be reconsidered. If the 
motion to commit be laid on the table, it takes 
with it the main question and all pending amend- 
ments. It may be amended as to the nature of 
instruction to the committee, changing the num- 
ber composing the committee, or the method of 
appointing the committee. 

To commit must not be confounded with the 
main question to appoint a committee. 
19 
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If a committee is for action, make it small; if 
for investigation, make it large. A motion to 
recommit is to send the subject under considera- 
tion back to the committee for further investiga- 
tion, or work. A majority is a quorum in a com- 
mittee, unless there is a special rule designating 
the number. When a resolution is referred to a 
committee, the chairman calls a meeting, and if 
a quorum is present, he states that "the following 
resolution has been referred to the committee 
for consideration," and asks the opinion of the 
committee. The chairman has the right to dis- 
cuss the question as fully as any member of the 
committee. 

The first person named on the committee is the 
chairman and presides at the meetings, unless 
the committee by a majority of its members elects 
another chairman, which it has a right to do. If 
the chairman has been elected by the body, or the 
Chair has been given the power by the body to 
designate the chairman, then the committee can- 
not elect another. 

All committees should have a secretary, who 
may be appointed by the chairman without ob- 
jection, or elected by the committee. 

When on motion at a meeting the Chair is 
authorized to appoint a special committee, he 
should make the appointment then, or before the 
meeting adjourns, and announce the committee; 
but if he wants more time he should say : "With- 
oat objection the Chair will make the appointment 
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later," and then have the secretary noti; 
members appointed on the committee, and 
their names in the minutes. If objection is made 
to granting the Chair further time, some mem- 
ber may move the time be granted the Chair, and 
if it receives a second, it is then put to a vote as 
any other motion. 

Any committee, except a committee of the 
whole, may appoint from its own members a 
BUb-committee, which reports to the chairman of 
the committee, and he makes the report of the 
.entire committee to the body. If the chairman 
does not make the report, he says, "Mr. A will 
make the report." 

Reports of all committees should be in writing. 
To accept, or approve, a report is to certify that 
the duty imposed upon the committee has been 
discharged satisfactorily. When the committee 
reports a resolution referred to them, they may 
recommend any number of amendments at one 
time, if they are germane to the resolution, 
These amendments may be adopted as a whole by 
the body because they relate to the same subject ; 
if any objection is made they must be considered 
seriatum (one at a time), in the order in which 
they were presented. When objection is made, 
the Chair states the iirst amendment, and if the 
body desire they can amend this amendment or 
vote it down. Then the second amendment is 
put, and so on. When through with the commit- 
tee amendments, the Chair asks, "A.Tft VVvwe. ■a.-w^ 
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further amendments to the resolution as 
amended?" If there are none, the resolution as 
amended is put to a vote. 

When all of a committee sign a report the 
chairman signs his name first without using the 
word "chairman," but if the chairman submits a 
report alone, for the committee, he signs his 
name, if authorized by the committee; as; 

Respectfully submitted for the committee. 
J. M. W. Balch, Chairman. 

A motion to refer or commit is a subsidiary 
motion; as, "I move to refer the resolution to a 
committee of three, appointed by the Chair." A 
motion to create a committee is a main motion ; 
as, "I move that a committee of three be ap- 
pointed by the Chair to select a location for our 
high school building." A committee has no right 
to act beyond the power given it by the body, 
therefore it must obey instrucrions. 

A motion to receive a report after it has been 
made is out of order. Receiving a report means 
hearing a report when read, or given. If a com- 
mittee reports that it has accomplished a part of 
its work, and asks for further time, the Chair 
says, "If there is no objection, the committee 
may report later." A committee may be revived 
by a motion to re-commit. 

Committees usually consist of odd mmibers, to 
prevent a tie vote. A committee may be ap- 
pointed by the Chair, or if the mover wishes, he 
may say by the body ; or he may name the com- 



mittee in his motion. Therefore, a motion may 
be made giving the Chair or the body the appoint- 
ment, or the mover of the motion may name the 
committee. The members of a committee may 
also be nominated from the floor by the mem- 
bers, voting on them in the order in which they 
were nominated. If nominations are made from 
the floor no one can nominate more than one, if 
objection is made. Nominations may also be 
made by the Chair naming the members on the 
committee, and saying, "Shall these members 
constitute the committee?" Any member can 
move to strike out any of the names, and if 
adopted the Chair replaces them with other 
names. When the Chair has been given the 
power to appoint any committee, it carries with 
it the power to fill any vacancy that may arise in 
the committee. 

All resignations of members of a committee 
should be addressed to the appointing power. If 
there are members of a committee who do not 
concur in a report, they are at liberty to prepare 
a minority report. If a member wishes to pre- 
sent a minority report, it is presented immediately 
after the report of the committee has been read, 
and a formal motion made and seconded to adopt 
the recommendations of the committee. As soon 
as the Chair states the motion and says, "Are you 
ready for the question?" then the minority of the 
^committee presents its report. 
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K Fonn of Majority Report : Madam President : 

W Your committee, to whom was referred the reso- 

■ lution, "Resolved, That the History Club give an 

I entertainment for the benefit of the Red Cross 

B Society in France," recommend the following 

K amendment: To add after "France," "and 

K Russia." 

L I Respectfully submitted. 

^D Sue Soaper Stanley. 

^^^ Alice Partridge Taylor. 

^^^^H CoBA V. Lambert. 

^^^Bi Before the chairman of the committee takes 
her seat, she makes a, formal motion: "Madam 
President, I move that the amendment recom- 
mended by the committee be adopted." 

Member: "T second the motion," 

Qtair : "It has been moved and seconded that 
the amendment recommended by the committee 
be adopted. Are you ready for the question ?" 

The minority rises immediately and presents 
its report: 

Madam President: The undersigned, a mem- 
ber of the committee to whom was referred the 
resolution, 'Resolved, That the History Club give 
an entertainment for the benefit of the Red Cross 
Society in France,' recommends the following 
amendment: To add after 'France,' 'Belgium 
and Servia.' 

Respectfully submitted, 
Mary Mason Scott. 



l 




Before she takes her seat she says: "Madam 
President, I move to amend the resolution by 
adding after 'France,' 'Belgium and Servia.' " 

Member: "I second the motion." 

Chair: "It has been moved and seconded to 
amend the resolution by adding after 'France,' 
'Belgium and Servia.' Are you ready for the 
question? All in favor, say 'aye'; opposed, 'no.' 
The 'ayes' have it, and the amendment is adopted. 
The question now is on the adoption of the reso- 
lution as amended : 'Resolved. That the History 
Club give an entertainment for the benefit of 
the Red Cross Society in France, Belgium and 
Servia.' Are you ready for the question? All 
in favor say 'aye'; opposed, 'no.' The 'ayes' have 
it, and the resolution as amended is adopted and 
reads: 'Resolved, That the History Oub give an 
entertainment for the benefit of the Red Cross 
Society in France, Belgium and Servia.' " In 
this case the minority report was adopted over 
the majority report, which is often done. 

Committees are divided into three classes: 
First, Committee of the Whole; .second, Standing 
Committee ; third, Special Committee. 

COMMITTEE OF THE WHOLE 

This committee had its origin in the House of 
Commons during the reign of James T. At that 
time the speaker, a member of the House, was 
nominated by the will oi the ^s^us, 'wVo A^o ■a^^- 
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pointed th^ clerk and sergeant-at-arms. The 
House then conceived the idea of sitting as a 
committee of the whole, the speaker alone ex- 
cepted. The clerk and sergeant-at-arms were 
excused and there was no record book to divulge 
to the king their actions. The House could in- 
dulge in that freedom of debate which was im- 
possible when the king was present. The king 
had no power over the Committee of the Whole. 

Whenever a better understanding and a freer 
discussion of a question are desired, the body re- 
solves itself into committee of the whole. 
When the assembly wishes to go into commit- 
tee of the whole some member rises and says, 
"Mr. Speaker, I move that this body do now re- 
solve itself into committee of the whole, to 
take under consideration the resolution, 'Re- 
solved,' etc., or the bill number — ." This is 
simply a motion to commit and should be treated 
as such by the chairman. It is debatable, and 
takes precedence of the motions to postpone in- 
definitely, to amend, and yields to all other sub- 
sidiary motions, also incidental and privileged 
motions. If the motion to go into committee 
of the whole is adopted, the president or speaker 
immediately calls some member of the body to 
take the chair, and he takes his seat as a member. 

The rules of the assembly or organization 
govern the committee of the whole. In com- 
mittee of the whole the motions allowed are: 
First, To recommend the adoption or rejection 
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of the question under consideration; second. To I 
amend a recommendation ; third, To amend the ' 
amendment; fourth, To rise and report, which is 
equivalent to the motion to adjourn; fifth, To 
rise and ask leave to sit again. Motions to lay on 
the table, to postpone indefinitely, previous ques- 
tion, and to refer to another committee are not 
permissible in committee of the whole. An 
appeal from the decision of the Chair can be I 
made and must be voted on at once, as it cannot- J 
be laid on the table or postponed indefinitely, 
these motions not being allowed in committee 
of the whole. Each member can speak only o 
on an appeal. The motion to rise and report, or 
to rise, report progress, and ask leave to sit again, 
is always in order, except when a member has the 
floor, or voting is going on. Motions must be .. 
seconded in committee of the whole. 

This committee, as in the case of other com- 
mittees, cannot alter or change anything referred 
to it. If the chairman of the committee of the 
whole cannot maintain order, the president may 
take the chair at any time and declare the com- 
mittee dissolved. When the motion to rise and 
report is adopted, the president resumes the chair, 
and the chairman of the committee rises, ad- 
dresses the Chair, and says, "Mr. President, The 
committee of the whole has had under consider- 
ation the resolution, 'Resolved, That.' etc., or 
'The bill number — ' and has directed me to re- 
port the same [with or without ame'Ci4"K«».\.^, -as. 
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the case may bej, that is, provided that the com- 
mittee has finished its business." If the commit- 
tee did not come to a conclusion, strike out of the 
report all after, "and has," and insert "come 
to no conclusion." If there are no amendments 
reported, the Chair at once states the question 
referred to the committee. If there are any 
amendments, the chairman reads them, and hands 
the paper to the Chair, who reads and puts the 
question on the amendments as a whole, unless 
some one asks for a separate vote on amend- 
ments, in which case a single vote is taken on the 
amendments, and the question is stated separately 
on each of the amendments for which a separate 
vote was asked. The amendments may be 
amended and debated. The secretary should 
keep a memorandum of the proceedings of the 
meeting, which should not he recorded in tiie 
minutes of the body, but the report made by the 
chairman of the committee of the whole is 
entered in the minutes. 

If at any time the committee of the whole finds 
it has not a quorum, it should rise and report the 
fact to the body, which would then have to ad- 
journ, for no business can be legally transacted 
without a quorum. A quorum of the committee 
of the whole is the same as the quorum for the 
body. 

Remember, the committee of the whole, as any 
other committee, cannot alter the text of any 
resolution or motion referred to it. The presid' 
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ing officer of a body when in committee of 
the whole may take part in the debate, and all 
parliamentary proceedings, just as any other 
member. The committee of the whole cannot 
vote by ballot, nor order the yeas and nays. The 
motion to reconsider is not used in com- 
mittee of the whole; also, the previous question 
is not in order. A bill read in full in commit- 
tee of the whole and reported therefrom is not 
read in full again when acted on by the House. 
But when a bill is taken up in committee of the 
whole, its reading in full may be demanded be- 
fore debate begins, although it may have been 
read in the House. A roll call vote cannot be 
taken in committee of the whole. 

STANDING COMMITTEES 

Standing Committees are permanent commit- 
tees for a specified time and are usually pro- 
vided for in the constitution and by-laws. They 
are higher than special committees. If a motion 
is made to refer a subject to a special committee, 
and it is then moved to refer to a standing com- 
mittee, the latter should be voted on first. Board 
of managers, trustees and directors, finance, 
program, education, ways and means, are some 
of the standing committees. The constitution 
and by-laws usually prescribe the manner and 
method of appointment, and specify the d«.t\ft^, 
also naming the committees tot l\ie sot\tVj . 



If any business comes yp which is along the 
line of a standing committee, it should be re- 
ferred to that committee. When a full report 
has been made to the body, the committee has no 
futther control of the matter reported, without 
new reference. 

The person first named is generally permitted 
to act as chairman, but the committee has the 
right to elect another chairman to preside, 
though this is seldom done. A secretary should 
be elected by the committee, who keeps a record 
of what is done for the use of the committee. 
Without objection the chainnan may appoint a 
secretary. The committee is governed by the rules 
of the body as far as possible. A majority of a 
committee constitutes a quorum unless that mat- 
ter is fixed by a special rule. The chairman of 
a committee may name the time and place for 
the meeting, and should see that every member 
of the committee is notified. If the chainnan de- 
clines to call a meeting of the committee, any 
two members may call the meeting. 

Committees should never convene during the 
meeting of the body without permission or a 
special request. They may request the members 
to withdraw to consider a question, but cannot 
compel ihem. A committee has no power ex- 
cept that which is given it by the body. 

The report of a committee should be neatly 
written and presented to the body by the chair- 
nian of the committee, unless some one else has 
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been selected by the committee, or it may be 
read by the secretary of the body. 

Form of Standing Committee Report on 
"Conservation," (Mrs. Ezra Chapman Gilbert, 
Chairman) : Mr, President: Your Commit- 
tee on Conservation begs leave to submit the 
following report. The committee after visiting 
the schools throughout the state, and attending 
many institutes for teachers and farmers, finds 
but little interest manifested in the preservation 
of our forests. 

Therefore, the committee recommends to the 
club presidents of the State Federation, that they 
consult school faculties, with the view of teach- 
ing the school children "Conservation of Our 
Forests." 

Respectfully submitted. 

Mrs. Ezra Chapman Gilbert. 

Lyda E. Gardner. 

Seldom Glen, 

Elliott Beard. 

Before the chairman takes her seat she says, 

"Mr. President: I move that the recommendation 

of the committee be adopted." 

Member: "I second the motion." 

Chair: "It has been moved and seconded to 

L adopt the recommendation of the committee. 

Are you ready for the question? All in favor 

I say 'aye' ; opposed, 'no.' The 'ayes' have it, and 

y the motion is adopted." 
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The recommendation is treated as the main 
motion before the body, and may be amended, 
adopted or rejected. ' 

During the business meeting of a committee 
no one has a right to be present except the mem- 
bers of the committee. Members of a society 
have a right to appear at the committee meet- 
ings and present their views on the question 
before the committee at such reasonable times as, 
upon request, the committee may appoint. 
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A special committee is appointed for a special 
purpose and acts until that purpose is accom- 
plished, provided il is not discharged. The 
duties are temporary in character, as, relief com- 
mittee, flower, lunch, etc. To provide for a 
special committee a motion should be made that 
a committee of three, or any number (usually 
odd), be appointed by the Chair, or the member 
may name them, or the body elect. It is seconded 
and put as any other motion. The chairman of 
the committee, or any two of its members, may 
call a meeting, notifying every member of the 
committee. When a committee adjourns to 
meet at another time it is really not necessary 
to notify the absent members of the adjourned 
meeting, but advisable to do so. 

Special committees, as well as standing com- 
mittees, have a right to present to the body any 
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recommendations they desire for adoption, so 
long as confined to the subject given them. When 
a committee reports work done by it, a motion to 
accept the report should come from a member 
of the body. 

If CHI motion the Chair is ordered at a meet- 
ing to appoint a committee, he should then ap- 
point the committee, or ask the body for further 
time, and if no objection, he can appoint the 
committee after the meeting, but must inform 
the secretary at once and have their names 
entered on the record, and notify the members 
appointed on the committee. If the Chair is 
authorized by the body to appoint a committee, 
he has the power to designate the chairman when 
he names the committee. 

When the constitution provides that all special 
comnuttees shall be appointed by the president, 
it does not mean that he can create a com- 
mittee. 

If the report of a special committee contains 
only a statement of opinion, a member may move 
to accept the report, or accept the work done by 
the committee ; but if it is in the form of a reso- 
lution, move to adopt the resolution or adopt 
the recommendations. When a special commit- 
tee reports in full it Is automatically discharged. 

After the number of which a committee is to 
be composed has been decided, and the com- 
mittee appointed, no additional names can be 
added legally. 
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When different committees are proposed they 
should be voted on in the following order : First, 
committee of the whole; second, standing com- 
mittee ; third, special or select committee. The 
secretary should furnish the chairman, or some 
member of the committee, with the notice of the 
appointment of the committee and names, with 
the matter referred to them, and the instructions 
given by the body. 

"If the ex-oflicio member is not under the 
authority of the club, he has all the privileges, 
including the right to vote, but none of the 
obligations." 

The president of a body is ex-officio a mem- 
ber of all committees authorized by such body, 
only when so stated in the by-laws, or by a 
special action of the body; otherwise, he is not 
a member of any committee. 

When a committee has been instructed to re- 
port at a certain time, it should either report 
at that time or state that it is unable to report 
and ask for further time. 

Form, Special Committee Report (Exchange 
Department, Mrs. Sue Price, Chairman) : Madam 
President: The Exchange Department of the 
Pastor's Aid Society, M. E. Church South, begs 
leave to submit the following report : Number 
of fancy articles received during December, one 
hundred; jars of peaches, two dozen; tea cakes. 
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I five dozen; rolls, twelve dozen. Total i 

r for the month, $50.00. 

7 Respectfully submitted. 

Sue Price. 
Belle Vreeland. 
Prue Hunt Rodman, 
lula longmore. 
Anna Kavanaugh. 

Chair: "Without objection the report of the 
cammittee will be accepted," or the Chair may 
say, "What will you do with this report?" 

Member: "I move that the report be ac- 
cepted." Seconded. 
-■' Chair: "It has been moved and seconded that 
the report of the committee be accepted. Are you 
ready for the question ? Ail in favor say, 'aye' ; 
opposed, 'no.' The 'ayes' have it, and the motion 
is adopted," or "the report is accepted. 



cbedential committee 



The committee on credentials is a committee 
to see that all delegates register as soon as pos- 
sible. This committee should be on hand before 
the meeting opens, and in the case of large con- 
ventions the day before, so as to be ready to sub- 
mit its report immediately after the opening 
address. The credential committee should fur- 
nish each delegate when he registers with a 
badge or card as evidence of his be\i;>(£ b. 4Ae.^^«- 
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and having the right of admission to the hall. 

The report of the credential committee should 
be made as soon as the opening exercises arc 
over, so that it may be known who are entitled 
to vote. This report consists merely of a list 
of the delegates, and their alternates, if any, 
whose credentials have been found correct, and 
of the ex-officio members of the convention, no 
one being on the list, however, who has not 
registered as present. 

The constitution provides who shall be cx- 
officio members of the convention, "If there is 
a contest between two sets of delegates, and 
there is serious doubt as to which is entitled to 
recognition, the committee should omit both 
from the list, and report the fact of the contest 
to the body." Should the committee think the 
contest not justified, it should ignore it, and 
enter on the list the names of the legitimate 
delegates. 

When the report of the credential committee 
is presented, it is read either by the chairman of 
the committee, by the secretary, or by the official 
reader, if there is one. In all cases, it and all 
other reports should be read from the platform. 
No one is entitled to vote whose name is not on 
the list of delegates reported by the committee. 
After the report has been made, a motion is in 
order to accept or adopt the report, and when 
seconded, it is stated by the Giair, and is open 
to debate and amendment, as any other motion. 
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Blank credentials should be sent to every so- 
. ciety entitled to representation in the convention, 
to be filled out and presented in persort by the 
chosen representative. 

Form: 

Franklin, Ky., 
Dec. ID, 191 7. 
This is to certify that the bearer, Mrs. Babe 
Leek, is a delegate from the History Club to the 
Twenty-ninth Annual Convention of the Ken- 
tucky Federation of Women's Clubs. 

Grace Finn, President. 
Laura Sloss, Secretary. 
Approved. 
Nettie Grow. 

The credential committee should be continued 
throughout the convention on account of dele- 
gates arriving at different times, who are en- 
titled to representation in the convention. 

Form: Madam President, Your Gommittee 
on Credentials beg leave to submit a partial re- 
port; Number of duly accredited delegates to 
date, 100; alternates, 20. 

Respectfully submitted. 
Lena Garnett. 

Mary McGoffin Shackelford. 
Ann Crutcher Vreeland. 

I After the report of the credential committee 
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the report of the credential committee. What 
will you do with this report?" 

Member: "Madam President, I move that the 
report be adopted." Seconded. 

Chair : "It has been moved and seconded that 
the report of the credential committee be 
adopted. Are you ready for the question ?" 

This report is open for debate and amend- 
ment. No one can vote who is not a delegate 
reported by the committee. Delegates whose 
seats are contested cannot vote. When alter- 
.nates have been appointed they should be re- 
ported also. 

As soon as this report has been adopted, the 
Chair should call for the report of the program 
committee. These two committees should be al- 
lowed to make additional reports at any time. 
"Upon motion to substitute one delegation for 
another, neither one can vote, or on motion to 
strike out the names of a delegation whose seats 
are contested, they cannot vote." All persons 
whose names are on the list of members reported 
by the committee and amended by the conven- 
tion are entitled to vote. "Until the credential 
committee has reported, no business can be done 
except to authorize the Chair to appoint commit- 
tees on nomination of officers, rules, etc." 



PROGRAM COMMITTEE 



It is the custom to adopt a program or order J 
of business in conventions or bodies assemblinf 



^ 



COMMITTEES 



a session for a day or several days. The program 

I cannot be changed after it has been adopted by 

I the body, except by a two-thirds vote. When 

[ the time arrives for a certain topic, the Chair 

I puts the vote on any pending question, and then 

announces the topic for the hour. The reason 

for this is that only so much time is allowed for 

the program. 

Should any one move to lay the pending ques- 
tion on the table, or postpone to a certain time. 
or refer to a committee, the Chair should recog- 
nize the member, and put the motion to a vote 
at once without debate. If any one moves to 
. extend the time allowed the pending question, it 
I should be decided at once, without debate. This 
I requires a two-thirds vote. It is unfair to the 
I next topic and is seldom done. The Chair should 
I always have an understanding with the speaker 
1 as to time. In conventions, the report of the 
j credential committee should be provided for in ■ 
I the program as early as possible, so that it will ( 
[ be loiown how many are entitled to vote. 

COMMITTEE ON RESOLUTIONS 

A Resolution should avoid periods when prac- 
I ticable. The preamble comes first, as it tells why ] 
tbe resolutions were written, and should never ] 
[.contain a period; each paragraph should close 
Kwith a comma, or semicolon followed by "and," 
■except the last paragraph, which should close 
"tbere/ore" or "thereiore \ie rt'' W oo.^ 
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gives the reasons for resolutions, they are stated 
in the preamble, each clause beginning with 
"whereas." 

Resolutions should be copied in full in the 
minutes, if adopted. The committee on resolu- 
tions is appointed at the first of the session of a 
convention, and makes its report generally at the 
last of the convention. When a committee has 
been appointed to draft resolutions in memory 
of a deceased member, closing with, "Resolved, 
That the secretary be instructed to forward a 
copy to the family," they should be signed only 
by the presiding officer and recording secretary. 

Example : 

Rose Mary Balch, President. 
Attest; Anna Lou Deeds, Secretctry. 

The secretary should record the resolutions at 
large in the minute book, and record the names 
of the committee, as follows: ^Afl 

(Signed) James Cammack. ^^^| 
Robert Brown. ^H 
Charlie Milliken. 

The Chair should never put a negative vote on 
resolutions of thanks or condolence. 

Form, Resolutions of Courtesy: Mr. Presi- 
dent, Your committee on resolutions of courtesy 
recommend the following resolutions : 

Whereas, We recognize the splendid program ' 

so care{a)]y arranged by the committee, and justly J 

^carried out by the president, tog^xVe^t 'N^fe "Ork. ( 
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cordial welcome given by the citizens of Frank- 
fort, and the unusual privileges granted the dele- 
gates of this convention by the mayor and coun- 
cil of this capital city ; therefore. 

Resolved, That the twenty-eighth session of 
the Kentucky Federation of Women's Clubs has 
been the most successful in its history. 

Resolved, That the Federation tender a vote 
of thanks to the program committee, to all the 
speakers who so ably contributed to the pleasure 

■ of all presentyto the citizens for their generous 
K hospitality, to the mayor and council for their 
W marked counesy, to the press for their liberal 
I advertisement of this meeting. 

^ Respectfully submitted. 

L Christine Bradlev South. 

^1 Virginia O'Rear, 

^B Agnes Board. 

^F Sarah Mahan. 

The chairman of the committee, after reading 
the resolutions, addresses the Chair. 

tForm: "Mr, President, I move that the , 
resolutions recommended by the committee be 
adopted." 
B A member of the committee or any one of the 

■ body may second the motion without rising, un- 
W less it is a large convention; then it is better to 
E stand when one seconds a motion. 

I Chair: "Without objections the report of the 
V* committee will be accepted," ot a m«riQ« tta:^ 
wtiisc and address the Chair. "M^t. Yi«\i.wvS.A 
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move that the recommendations of the commit- 
tee be accepted." Seconded. 

Chair: "All in favor of accepting the report 
of the committee say 'aye,' The report is 
adopted." Or, "The report of the Committee on 
Courtesies is adopted." 

Form, Resolutions of Respect or Condolence: 
Mr. President, Your committee appointed to 
draft resolutions of respect to the memory of 
Anna Lee Dale begs leave to submit the follow- 
ing resolutions: 

Whereas, The news of the sad and very sud- 
den death of Anna Lee Dale, the President of 
this club, has been received with deepest regret. 

Whereas, Anna Lee Dale was a loyal member 
of the club, ever seeking its best interest, and by 
her courteous manner and unusual charm en- 
deared herself to all the members; therefore be it - 

Resolved, That in the death of Anna Lee Dale 
the club has lost one of its most valuable mem- 
bers and officers. 

Resolved, That the members of this club ten- 
der their heartfelt sympathy to the bereaved hus- 
band and children of Anna Lee Dale. 

Resolved, That the secretary send a copy of 
these resolutions to the family, and spread the 
same on the minutes. 

Respectfully submitted. 

Mary McGoffin Shackelford. 
Lelia Calhoun Leidinger. 
Mrs. Richard Lownes. 
Belle Brown. 
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The same form is used in adopting resolutions 
of respect or condolence as in resolutions of J 
I courtesy- 
Form of Notice for the Press: A meeting will 1 
be held in the Y. M. C. A. Building, Bowling 
Green, Ky., Saturday morning, December loth, 
1917, at 10 o'clock, for the purpose of organizing 
a Suffrage League. All women in the city and I 
county who are interested in the cause are in- 
vited to be present. 

Carrie Burke Mitchell. 
Jane Harris. 
Mattie Hines, 



Chapter IV 

DEFERRING ACTION, ETC. 

To Postpone to a Definite Time — Previous Ques- 
tion — To Lay on the Table — To take front the 
Table 



TO POSTPO^E TO A DEFINITE TIME 

Its object is to fix the time when the mot 
will come up. It is really an individual motion 
and should be used more generally than the 
motion to lay on the table. If a resolution is 
postponed to a certain time, it takes a two-thirds 
vote to take it up before that time. To post- 
pone to a definite time may be amended as to 
lime, or by making the postponed question a 
special order. A special order always requires a 
two-thirds vole. It may be reconsidered. To post- 
pone lo a definite time is debatable, but yields to 
the previous question, to lay on the table, to limit 
or extend the limit of debate, and all incidental 
and privileged motions. It cannot be laid on the 
table alone, but the main question may be laid on 
the table, which takes with it the motion to post- 
pone to a definite lime, if pending. 

It is diflferent from the motion to commit, as 
it does not adhere to the main question. Its own 
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amendments are a part of it; therefore, if 
previous question is moved, this only affects 
motion to postpone to a definite time, and its 
amendments, if any, and if not, the main ques- 
tion. When a nimiber of questions are post- 
poned to different times, they should be taken 
up in the order in which they were postponed; 
that is, the one whose time comes first is con- 
sidered first, but if something should occur to 
prevent this, then take them up in the order in 
which they were postponed — the first one, then 
the second, and so on. 

If a question is postponed to the next meeting, 
it will take precedence of the new business and 
come up under the head of unfinished busi- 
ness. If it is desired to specify the hour to take 
up the question, just as soon as matters pending 
are disposed of, move that the question be post- 
poned to 4 p. m., or any certain time. If a mem- 
ber wishes to keep the question or motion from 
being crowded out, and to take no chances on it 
(not coming up, just move that the question be 
postponed and make it a special order for 4 p. m., 
or any set time. This requires a two-thirds vote. 

"The time to which a question is postponed 
must come within the session or the next ses- 
sion. This is customary in ordinary societies, but 
in Congress or the Legislature a motion cannot 
be postponed to the next session." 

If a member wishes to postpone a question to 
B time between sessions, it is necessary \.o ^■x-'Cea 
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time and place for an adjourned meeting, before 
taking the vote on definite postponement. If 
the by-laws require that a matter be taken up at 
a specified time or meeting (as the election of 
officers), it cannot be postponed to another time 
or meeting, but when that time arrives, a mem- 
ber may move an adjourned meeting. This is 
sometimes necessary at an annual meeting in 
the election of officers. When a question has 
been postponed to a certain time, it cannot be 
taken up before that time, except by suspending 
the rules for that purpose (which takes a two- 
thirds vote), or by a reconsideration. Postpon- 
ing a question to a certain hour does not make it 
a special order, unless so specified in the mo- 
tion. If a motion has been postponed to a fixed 
day, it becomes on that day one of the orders of 
the day. If a motion is made to postpone to a 
certain day, it may be amended by substituting 
a different day. 

It is not in order to postpone a class of busi- 
ness, as reports of committees, but as each re- 
port is announced, or called for, it may he post- 
poned, or the rules may be suspended by a two- 
thirds vote and the desired question taken up. 

PREVIOUS QtJESTION ^^M 

The Previous Question was used in the Roman 
Senate, 59 B. C, and in the English Parliament, 
1604. In 1805 Congress made it undebatable, 
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and in i860 gave it its present fonn. It onl/j 
takes a majority vote to adopt the previous qui 
tion in the House of Representatives, and it is nc 
allowed in the United States Senate. 

The previous question has no reference to the 
question previously considered. It is a motion 
to close debate and proceed to voting on the 
question, or questions, before the body. It re- 
quires a second, is not debatable, cannot be 
amended, and takes a two-thirds vote to adopt 
it. The previous question may be applied to any 
motion that is debatable, or amendable, and 
yields to the motion to lay on the table. It does 
not extend beyond the session in which it was 
ordered. When the previous question is moved. 
unless otherwise stipulated, it applies to the last 
pending motion. If it is desired to cut off debate 
and all further amendments on the pending 
question, one may move the previous question 
on the series of motions. 

Form: "Mr. President, I move the previous 
question on the series of motions." 

The previous question may be called on an 
amendment only, and if adopted the body votes at 
once on the amendment; then after the amend- 
ment is voted on, the main question is open 
again for debate and amendments. It may also 
be moved on an amendment to an amendment, 
and if adopted affects only the amendment to the 
amendment. It may be reconsidered but must 
be made before any vote has been ta.V.e:^\ ovi ■&«. 
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question over which the previous question has 
been ordered. It cannot be moved by a member 
while another member has the floor, nor can it 
be moved in committee of the whole. One 
may make a motion and at the same time move 
the previous question on the motion, but this is 
not often done. 

The previous tjuestioti does not extend beyond 
the session in which it is adopted. It yields to 
the motion to lay on the table, and also to inci- 
dental and to privileged motions. A resolution 
cannot be amended after the previous question 
has been ordered. 

"If the previous question has been moved on 
a series of motions, and the questions on which 
it has been ordered have not been voted on or 
laid on the table, the previous question is not ex- 
hausted thereby; so, when they are taken from 
the table during the same session, they are still 
under the previous question and cannot be de- 
bated or amended or have any other subsidiary 
motion applied to them." 

A motion to lay the resolution on the table 
is in order when the previous question is pend- 
ing. 

Form: "Mr. President, I move the previous 
question." Seconded. 

Chair: "The previous question is moved and 
seconded, This motion requires a two-thirds 
vote. All in favor of the previous question 

? and stand until counted. Be seated. Op- 
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posed rise. The affirmative has it, and the 
previous question is ordered." 

Remember that in 'moving the previous ques- 
tion, if it is not hmited it applies only to the last 
pending question. If a member wishes an im- 
mediate vote on the pending questions, he should 
move the previous question on the series of mo- 
tions. 

Form: "Mr. President, I move the previous 
question on the series of motions." 

If the vote has been partly executed, by the 
adoption of a subsidiary motion, it cannot be 
reconsidered. Before any vote has been taken 
under the previous question, it may be reconsid- 
ered, but not after it has been partly executed. 
An appeal made after the previous question has 
been ordered, and before it is exhausted, is not 
debatable. 

"If a vote taken under the previous question 
is reconsidered before tfie previous question is 
exhausted, you cannot debate or amend the 
proposition, but if you reconsider after the 
previous question is exhausted, then the motion 
to reconsider and the question to be reconsid- 
ered are deprived of the previous question, and 
can be debated. If it is lost, the previous ques- 
tion may be renewed after sufficient progress in 
debate to make it a new question. 

"The effect of the previous question does not 
extend beyond the session in which it was 
adopted." 
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TO LAY ON THE TABLE 

The object of this motion is to put the question 
aside so that it can be taken up later. It does 
not necessarily suppress or kill the motion, 
though sometimes it is said to be a polite way of 
kining it. It yields to privileged motions and 
such motions as are incidental to itself, and is 
the hig'hest of the subsidiary motions. When a 
motion to lay on the table is adopted the matter 
can be taken from the table at any time the body 
desires (when nothing else is pending), during 
the same meeting or the next regular succeeding 
meeting, under new business. If not taken from 
the table then it is lost. 

"Therefore, if the question is not taken from_ 
the table at the same meeting or session, or the 
next succeeding session, when the sessions of an 
organization are held quarterly or oftener, it is 
lost." "A question of privilege may be tabled 
without taking with it the question it interrupted. 
In bodies not having regular sessions as often as 
quarterly, questions laid on the table remain there 
for that entire session, unless taken up before the 
session closes. In bodies with regular sessions as 
frequent as quarterly the sessions are short and 
questions tabled remain there until the close of 
the next regular session, if not taken up earlier. 
Remember, while a question is on the table, no 
motion on the same subject is in order that 
would affect the. question on the table." To 
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lay on the table really postpones the question ^ 
temporarily, to be taken up at a more convenient 
time. It cannot be debated or amended, requires 
a second, and a majority vote to adopt it. The 
motion to lay on the table is not in order when 
another member has the floor. Tabling any ques- 
tion tables all subsidiary motions that may be 
pending. The minutes, the rules, or the report 
of a committee of the whole cannot be tabled. 
An amendment to the minutes may be tabled, but 
does not take the minutes with it. The motion 
to lay on the table cannot be reconsidered. To 
lay on the table must be applied only to ques- 
tions actually pending. Therefore, it would not 
be in order to move to lay on the table a num- 
ber of questions, as, the orders of the day, re- 
ports of committees, and unfinished business, for 
only one main motion can be pending at a time. 
A set of questions cannot be laid on the table as 
a whole, but one at a time may be tabled. 

Form: "Mr. President, I move the question 
be laid on the table." 

An appeal may be laid on the table. This sus- 
tains the decision of the Chair when tabled. 
While a question is on the table, no motion on 
the same subject that would in the least affect 
the question on the table is in order. The as- 
sembly cannot be required to vote again the 
same day on laying the question on the table, 
unless there is a change in the question so as to 
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make it a new one. Motions to adjourn or to 
take a recess, made and lost, are not business suf- 
ficient to justify renewal of the motion to lay on 
the table. The motions that may not be laid 
on the table are: First, to fix the time and place 
to which to adjourn (when privileged) ; second, 
to adjourn ; third, to take a recess ; fourth, orders 
of the day; fifth, to lay on the table; sixth, to 
take from the table. It is not in order in com- 
mittee of the whole. 

In legislative bodies questions laid on the table 
may remain there for the entire session, unless 
taken up before the session closes, 

A member cannot move that a question be 
laid on the table until the next meeting. Do not 
set the time for it to come up, for it may come 
up any time the majority says. When a motion 
is laid on the table with the previous question 
ordered, if not taken up until the next session, 
the effect of the previous question is lost, but if 
taken from the table at that session the previous 
question holds good. "A 'vetoed bill' may be laid 
on the table, but a motion to take from the table 
is in order at any time, as it is still highly privi- 
leged." The motion to lay on the table may not 
be applied to the previous question, nor can it 
be applied to the main question after the 
previous question is ordered, or after the yeas 
and nays have been ordered on the demand for 
the previous question. 
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TO TAKE FROM THE TABLE 

The motion "to take from the table" brings the 
question before the body in exactly the same 
condition as when it was laid on the table. It 
cannot be debated nor amended, must have a 
second, and requires a majority vote to adopt it. 
It cannot be reconsidered. If the motion to take 
from the table is adopted, it comes from the table 
just as it was put on the table, without any 
change, and is open for discussion, unless the 
previous question has been ordered. This motion 
to take from the table may be made by any mem- 
ber, whether he voted for or against laying the 
motion on the table; even if the member was not 
present when the motion was tabled. A motion 
may be taken from the table at the same meeting 
at which it was laid on the table, provided some 
business has intervened and there is no question 
pending, or at the next regular succeeding meet- 
ing under the head of new business. If not taken 
from the table at this meeting it is lost. If a 
convention is in session for several days, and a 
question is laid on the table, a member may move 
to take it from the table at any time, provided 
nothing else is under consideration. 

Form: "Mr. President, I move to take from 
the table the resolution, 'Resolved, That the city 
appropriate two thousand dollars for a public 
library.' " Seconded. 

Chair: "It has been moved and seconded to 
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take from the table the resolution, 'Resolved, 
That the city appropriate two thousand dollars 
for a public library.' All in favor say 'aye' ; op- 
posed, 'no.' The 'ayes' have it, and the motiwi 
is adopted. The question now is on the adoption 
of the resolution. Are you ready for the ques- 
tion ?" 

Remember that the motion to take from the 
table is in order any time, provided business has 
intervened since it was laid on the table, and 
there is no question pending. If the previous 
question has been ordered on a resolution when 
tabled, and it is later taken from the table, at the 
same session, the previous question holds good, 
and voting should follow without debate, Just 
the same as if the question had not been laid on 
the table. If the question is not taken from the 
table until the next session, the effect of the 
previous question is exhausted. A motion to 
take from the table, after it has been defeated, 
may be renewed as soon as some business has 
intervened. 

It requires a unanimous vote to take a ques- 
tion from the table in the House of Representa- 
tives in Congress. 
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INCIDENTAL MOTIONS 



To Suspend the Rules — To IVilhdraw a Motion 
—Reading of Papers — Objection to the Con- 
sideration of a Question — To Divide a Motion 
— Points of Order — Appeals 

INCIDENTAL MOTIONS 

Incidental motions are motions required to 
meet emergencies, and rank next to the privi- 
leged motions ; but if a privileged motion is pend- 
ing, an incidental motion would not be in order. 
They yield to privileged motions, and generally 
to the motion to lay on the table. They are un- 
debatable, except an appeal under certain cir- 
cumstances ; as, when applied to a debatable mo- 
tion, the appeal is also debatable, "They cannot 
be amended, except when they relate to the divis- 
ion of a question, or to the manner of consider- 
ing a question, or to the methods of voting, or 
the time when nominations or the polls shall be 
closed." If a privileged motion is pending, an 
incidental motion is not in order. 
55 
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The incidental motions are: To suspend the 
rules ; to withdraw a motion ; to divide a mo- 
lion ; reading of papers ; points of order ; appeal ; 
objection to the consideration of a question. 

"Incidental motions take precedence of subsid- 
iary motions. The motion to object to the con- 
sideration of a, question cannot be made while 
a subsidiary motion is pending, as the objection is 
against the main motion before it has been de- 
bated or there has been any subsidiary mo tion 
stated." ^^1 

TO SUSPEND THE RULES ^^H 

Its object is to take action at once upon some- 
thing which is forbidden by the rules. 

"It has reference to the suspension of the 
order of business," 

The purpose for which the rules are to be 
suspended must be stated in the motion and no 
other business than that specified is in order. 
It requires a second, but cannot be debated, 
amended or reconsidered. It takes a two-thirds 
vote to suspend the rules. 

The constitution and by-laws cannot be sus- 
pended, even by unanimous consent, unless they 
provide for their own suspension. "A motion to 
suspend the rules for the same thing, or purpose, 
cannot be made twice in the same meeting, ex- 
cept by unanimous consent, though it may be re- 
newed after an adjournment, even if the next 
neeting is fieid the same da^." W^vtu a. body 
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wishes to do something that interferes with its 
own rules and at the same time does not con- 
flict with its constitution and by-laws or parlia- 
mentary law, a member may move to suspend the 
rules, stating definitely the reason for wanting 
the rules suspended, and if adopted by a two- 
thirds vote, the matter is taken up and nothing 
else can be done under the suspension. If any 
part of the order of business has been reached 
by the body, it would not be proper to suspend 
the rules and omit the pending business. The 
motion to suspend the rules may be made at any 
time when no question is pending, or while a 
question is pending, provided it is for a purpose 
connected widi that question. At any meeting 
a standing rule may be suspended by a majority 
vote, or it may be amended or rescinded by a 
two-thirds vote. 

To suspend the rules may be moved whenever 
there is no other question before the meeting. 
Rules are sometimes suspended because they 
interfere with the speedy transaction of busi- 
ness. To suspend the rules for a certain pur- 
pose cannot be renewed at the same meeting, but 
it can be renewed at another meeting, even on the 
same day. 

Form : "Mr. President, I move that the regu- 
lar order of business be suspended, and that we 
now proceed to the program of the day." Or "I 
move to suspend the rules which interfere with 
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rale caimot he snspmdcd pnrtcctii^ at>- 
> by general coosent or imziiiiiious vote. 
Also a role requiring officers to be elected by 
laOot cannot be suspended by unanioous vote, 
because the nile protects a minority of one from 
eiqxieing his vote. 

TO WITHD1L\W A MOTION 

The reason for withdrawing a motion is to 
keep it off the records and from being voted 
on. The motion to withdraw does not require 
a second nor the consent of the seconder. It 
cannot be debated, nor amended, nor have any 
o(her subsidiary motion applied to it, and a ma- 
jority vote adopts it. It may be reconsidered. 
The mover may withdraw his motion, provided 
it has not been stated by the Chair. The maker 
of a motion always has the right to withdraw or 
amend his motion at any time, before it is stated 
by the Chair, and it does not require the consent 
of the one who seconded the motion. A motion 
cannot be withdrawn after the vole upon it has 
been ordered. If the mover of a motion wants 
to change his motion or substitute a different 
motion, he must obtain leave of the body for 
that purpose. If a motion has been stated by 
the Chair, it cannot be withdrawn without the 
consent of the members. 

Form: "Mr. President, I wish to withdraw 
my motion," 
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^V^V^ INCIDENTAL MOTIONS 

■ Chair: "Without objection the member may 
r withdraw his motion." 

If any one objects a formal motion of grant- 
ing leave to withdraw must be made and put to 
vote. This motion granting the member leave 
to withdraw his motion does not require a sec- 
ond, as the mover would be the seconder. 

Form: "Mr. President, I move that the mem- 
ber be granted leave to withdraw his motion." 

Chair: "All in favor of the motion granting 
the member leave to withdraw his motion say 
'aye' ; opposed, 'no.' The 'ayes' have it, and the 
motion is withdrawn." 

The motion to withdraw a motion is in order 
even though an amendment or any other sub- 
sidiary motion has been adopted. When a reso- 
lution is withdrawn, all motions adhering to it 
are withdrawn, and the procedure is the same 
as if the motion had never been made. 

The presiding officer should never show any 
feeling over the withdrawal of a motion. If a 
motion that has not been acted upon is with- 
drawn, it can be made over again. 

READING OF PAPERS 

The object of the reading of papers should be 

for information and not delay, so that members 

\ may be able to vote more intelligently upon the 

L question. It requires a second, and a majority 

I vote adopts it. It cannot be amended, but may 
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be reconsidered. Any member has a right to 
have a paper read before voting on it, therefore 
the Chair should direct it to be read. If any 
objection is made, some one should move that 
it be read. 

Form: "Mr. President, I move that the paper 
called for be read." 

If this motion is not adopted, the member has 
no right to have it read. 

"It is customary to let members read printed 
extracts as a part of their speech, so long as they 
do not abuse the right. Every member in the 
assembly has a right to have all papers laid be- 
fore the assembly for consideration read once. 

"If there is debate or amendment he has a 
right to have them read again before he can be 
compelled to vote on them," 

Should a member be absent from the room at 
the time of the reading of the papers, when he 
returns he has no right to have them re-read, 
even though absent on duty. 

In debate a member cannot read any paper or 
document, not even his own speech, without 
leave. 

OBJECTION TO THE CONSIDERATION OF A QUESTION 

Us purpose is to enable the body to suppress 

•ny question at once which it does not desire to 

msider. It does not require a second or recog- 

Ition by the Chair, it is not debatable, and can- 



not be amended. It may be reconsidered. 
objection must be offered before any debate has J 
taken place. 

This is the only motion in Parliamentary Law J 
that requires a negative vote to adopt it. It re- 
quires a two-thirds vote to sustain it. It cannot \ 
be applied to an amendment, nor have any sub- I 
sidiary motion applied to it. Objection to the I 
consideration of a question must be made before J 
any discussion has taken place, or any amend- 
ment has been offered. It may be made while 
a member has the floor, and if lost cannot be 
reconsidered. Objections may be applied to 
petitions, and to communications that are not 
from a superior body, as well as to resolutions. 
It cannot be applied to by-laws, amendments, or 
reports of committees. 

Form: '"Mr, President, I object to the con- '^ 
sideration of the question." 

The Chair rises at once, and says, "The con- 
sideration of the question is objected to. Shall 1 
the resolution be considered? All in favor of 1 
considering the resolution rise, standing until I 
counted. Be seated. Opjjosed, rise. The nega- j 
tive has It, and the objection is sustained." 

When sustained it throws the resolution out I 
for the entire session, but it may be introduced 1 
at any succeeding session. 

If the affirmative has it, the Chair says, "The^ 
affirmative has it, and the resolution will be con- J 
sidered," 
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It yields to privileged motions, and to the 

motion to lay on the table. Remember that a 
negative and not an affirmative vote on the con- 
sideration of a question may be reconsidered. 

TO DIVIDE A MOTION 

When a resolution contains more than one 
proposition, it may on motion of a member be 
divided. It is not debatable, may be amended, 
and can be applied only to main motions and 
amendments. The motion to divide a question 
should be made as soon as stated by the Chair, 
A division of the question may be called for 
after the previous question has been ordered. 
The motion to divide must state what division 
is desired. It is better always to divide the ques- 
tion when it is first introduced. A formal mo- 
tion to divide is necessary, stating the exact 
method of division. The ipotion to divide a 
question yields to all privileged, incidental, and 
subsidiary motions except to amend and to post- 
pone indefinitely. When the resolution is divided 
each proposition is taken up and voted on sep- 
arately. 

While the motion states just how it is to be 
divided, any one may propose a different division. 
"These different propositions, or amendments, 
should be voted on in the order in which they 
are made, unless they suggest different numbers 
of questions; then the largest number is voted 
first." 
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Form: "I move to divide the resolution, 'Re- 
solved, That we build a city library on the cor- 
ner of Third Avenue and Fourth Street, and 
that the grounds belonging to the library be en- 
closed with a stone wall,' by letting the first 
proposition end with 'street.' " 

If the motion to divide is adopted, the Chair 
says that the question is on the adoption of the 
first part of the proposition, which is treated just 
as any other main motion or resolution. When 
that proposition, "Resolved, That we build a city 
library on the corner of Third Avenue and 
Fourth Street," is disposed of. the Chair states 
the second proposition for consideration : "Re- 
solved, That the ground belonging to the library 
be enclosed with a stone wall." This second 
proposition is disposed of in the same way as 
the first. 

POINTS OF ORDER 

A point of order is the pointing out of some 
real or supposed violation of parliamentary prin- 
ciples. It can be raised at any time, even while 
another member has the floor. It does not re- 
quire a second, and cannot be amended or de- 
hated. If the ruling of the Chair on a point of 
order is unsatisfactory, any member may rise 
to a parliamentary inquiry or a question of privi- 
lege, or may appeal from the decision of the 
Chair. The Chair has a right to s^aV. ?\i?.\. ocfefc 
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point of order, and give his reasons for his rul- 
ings, without leaving the chair. 

When a member is called to order, he should 
stop speaking until it is decided whether he is 
out of order or not. If a part of a motion or 
resolution is out of order, it is all out of order. 
The Chair nay rule out of order all motions 
made for the purpose of delay, or to block busi- 
ness, and any two members have a right to appeal 
from the decision of the Chair, one appealing, 
and the other seconding it. 

Questions of order are directly related to the 
matter in hand, and should come before every- 
thing except questions of privilege. 

Form: "Mr. President, I rise to a point of 
order." (You do not have to wait when you ad- 
dress the Chair for recognition.) 

Chair: "State your point of order." (This 
should be done briefly.) 

After the member has stated his point, the 
Chair says, "The Chair deems the point well 
taken (or not well taken)." 

The member or any one else may appeal from 
the decision of the Chair. A point of order 
must be raised at once, on any violation of par- 
liamentary law, or else it is waived. One point 
of order cannot be raised upon another. It is 
always in order, even when a member is speak- 
ing, and the reading of a report may also be in- 
terrupted. 

It is the duty of the presiding officer to en- 



force the rules of the body in a parliamentary 
way, and it is also the duty o£ the members to 
insist upon their enforcement. A member hav- 
ing the floor, when a point of order is raised, 
should sit down at once, until the matter is 
settled. The Chair, instead of making a decision, 
is at liberty to submit the question of order to 
the body for decision. 



The object of an appeal is to let the body 
settle the question which the Chair has ruled 
upon unsatisfactorily. When an appeal is made 
the Chair should state the appeal, and then give 
the reasons for his decision. An appeal cannot 
be taken after any business intervenes, so must 
be acted upon at once. An appeal secures the 
decision of the body. After an appeal is settled 
return to the business before the society. An 
appeal must be seconded, but cannot be amended. 
No one can speak upon an appeal twice, except 
the Chair, who may speak without leaving the 
chair. An appeal may be withdrawn. A ma- 
jority vote adopts it. The vote on an appeal may 
be reconsidered. An appeal may be tabled ; this 
sustains the Chair. If the appeal is debatable, 
the previous question may be applied to it. A tie 
fote on an appeal sustains the Chair. An appeal 
may be tabled, or it may be definitely postponed. 

When a decision on an appeal would affect 
the further consideration or the disposition of 
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the main question, and the appeal is laid on the 
table or definitely postponed, the main question 
goes with it. But if the decision would not 
aifect the main question, then the main question 
remains with the body, and its consideration is 
resumed. 

An answer to a parliamentary inquiry is not 
a decision, and therefore cannot be appealed 
from. An appeal yields to privileged motions, 
and to the motion to lay on the table. It is very 
common to table an appeal. In Congress, if an 
appeal is tabled, that ends it. 

If the Qiair refuses to put the appeal, the 
member appealing may put the question. When 
a member wishes to appeal from the decision of 
the Chair he rises as soon as the decision is 
made, even though another has the floor, and 
without waiting to be recognized by the Chair, 
says, "Mr. President, I appeal from the decision 
of the Chair," 

Chair: "The decision of the Chair is appealed 
from. Shall the decision of the Chair be sus- 
tained? All in favor of sustaining the decision 
of the Chair, say 'aye' ; opposed, 'no.' The 'ayes' 
have it, and the decision of the Chair is sus- 
tained," or, "The 'no's' have it, and the decision 
of the Chair is reversed." 

An appeal is debatable when applied to de- 
batable motions, and when debatable they are 
subject to the motions to adjourn, to lay on the 
table, and the previous question. Only one ap- 
peal may be before the body at a time. 



Chapter VI 

PRIVILEGED MOTIONS 

Questions of Privilege—Call for Orders of the 
Day — To Take a Recess — To Adjourn — To 
Fix the Time and Place to Which to Adjourn 

PRIVILEGED MOTIONS 

Privileged motions are questions relating to 
the privileges and rights of members individual- 
ly or the society. They take precedence of all 
questions and are the highest motions, holding 
over all others, and are independent. In the 
consideration of business, they are considered 
first. They are in order when another member 
has the floor. While questions of privilege may 
be made when a member is speaking, they 
must not interrupt a vote or the verification of 
a vote. 

The privileged motions are, according to their 
rank: First, to fix the time and place to which 
to adjourn; second, to adjourn; third, to take 
a recess; fourth, questions of privilege; fifth, 
orders of the day. 

(•7 
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Questions affecting the body are of higher 
rank than those affecting the individual, and are 
disposed of first. 

QUESTIONS OF PRIVILEGE 

When a member rises to a question of privi- 
lege he docs not wait for recognition, nor does 
this need a second; as, "Madam President, I rise 
to a question of privilege." 

Chair: "State your question." 

Raising a question of privilege requires no sec- 
ond and is not debatable, while questions of 
privilege are debatable. A question of privilege 
is always a privileged motion, but a privileged 
motion is not always a question of privilege. 
There are five privileged motions, and a question 
of privilege is one of them. 

Questions of privilege cannot be amended. 
They may be reconsidered, and a majority vote 
L adopts. Generally just a word from the Chair is 
r Sufficient when a question of privilege is raised. 

Form; "Mr. (or Madam) President, I rise 
to a question of privilege." 

Chair: "State your question." 

Member; "I move that the janitor turn on 
the heat." 

The Chair decides this to be a question of 
privilege, and says, "If there is no objection, the 
janitor will turn on the heat." If any one ob- 



PRIVILEGED MOTIONS 

jects the motion is seconded and treated as an^ 
other main motion. When put in the form of a 
motion it is a privileg;ed motion or question. 

When a member raises a question his object 
is to get the attention of the Chair at once, tal 
attend to some important matter, to make ; 
inquiry, or to correct a statement. A question^ 
of privilege affecting the society is higher thanS 
one affecting an individual member, and is t 
posed of first. 

CALL FOR ORDERS OF THE DAY 

Call for the Orders of the Day forces the sQ-M 
ciety to the regular program. It requires- n* 
second, is not debatable, and cannot be amended.! 
It may be reconsidered, and a majority votej 
adopts it. If a motion to reconsider a vote is* 
pending and some one should call for the ordersS 
of the day, the motion to reconsider would be^ 
acted upon first. If a motion to call for the 
orders of the day is adopted the body takes up 
the regular program, and if lost, and a member 
was speaking at the time, he takes the floor and 
resumes speaking. If a subject has been as- 
signed for a certain time, it becomes the order 
of the day and must come up at that time. Any 
member has the right to demand that the orderj 
of business be adhered to. The order of busJ-J 
ness is usually fixed by a rule, and it is the duty] 
of the presiding officer to follow the calendar. 
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Orders of the day are divided into two classes, 
general and special. General orders require only 
a majority vote and special orders a two-thirds 
vote. General orders cannot interrupt a ques- 
tion under consideration, but special orders made 
for that special time can interrupt anything, 

A call for the orders of the day cannot have 
any subsidiary motion applied to it. When a 
question has been set for a particular hour of 
the day, any member may rise when the time 
comes and call the question up. If a special 
order is not taken up when the time comes, it 
loses its preference. When the hour arrives for 
the orders assigned, they take precedence of 
everything except to fix the time and place to 
which to adjourn, to adjourn, to take a recess, 
questions of privilege, and to reconsider; to these 
they yield. 

Form; "Madam President, I call for the 
orders of the day." ^^ 

TO TAKE A RECESS ^J 

A recess is the adjournment of a body for a 
limited time, during its session. By a session is 
meant the time during which a body meets for 
the transaction of its business. It begins by the 
call to order, and ends by an adjournment sine 
die. It may be one meeting or many meetings. 
If the motion to take a recess is made when other 
business is before the body, it is a privileged 
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motion and is undebatable, and no subsidiary 
motion can be applied, except to amend. It can 
be amended as to the length of the recess. It 
takes effect immediately. If the motion to take 
a recess is made when there is no other business 
before the body, or to take a recess at a future 
time, it loses its privilege, and is treated as a 
main motion. 

After recess, when the body is called to 
order, the business is taken up where it was left 
off, as it is a continuation of the same meeting. , 
A recess is a suspension of business for a cer- 
tain time, and the business is taken up where it 
was left off, unless a special order takes its 
place. The assembly, by a two-thirds vote, can 
postpone the time for taking a recess or adjourn- 
ment. It cannot be debated, and if amended, the 
amendment cannot be debated. It cannot be re- 
considered. It must be seconded, and requires 
only a majority vote. 

When-a recess has been provided for, the Chair, 
when the time arrives, announces the fact and 
says, "The body stands adjourned until the hour 
specified." The body by a two-thirds vote can 
postpone the time for taking a recess or adjourn- 
ment. If the recess was taken after a vote had 
been taken, and before it was announced, the first 
business after calling the body together would 
be to announce the vote. 
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TO ADJOURN 
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The object of the motion to adjourn is to dis- 
miss the body. It requires a second, is not de- 
batable, and cannot be amended. A majority 
vote adopts it, and it cannot be reconsidered. 
The motion to adjourn is not in order when a 
member has the floor, nor when a vote is being 
taken. 

It is a privileged motion as long as it is not 
qualified in any way; as, "I move to adjouni." If 
qualified it becomes a main motion, and may be 
debated, or amended; as, "I move to adjourn at 
one o'clock." The motion to adjourn can be re- 
peated, provided there has been any intervening 
business. "It cannot be made except by a mem- 
ber who has the floor, nor can it be made when 
the body is engaged in voting, or verifying the 
vote; but is in order after the vote has been 
taken by ballot, before it has been announced." 

In this case, the ballot vote should be an- 
nounced as soon as business is taken up. Mem- 
bers should not leave their seats until the Chair 
declares the body adjourned. 

When a motion to adjourn becomes a main 
motion, it loses its privilege; as, "I move to ad- 
journ at five o'clock." This deprives it of its 
highest privilege, and it becomes a main motion 
and is treated as such. It is a privileged motion 
when you say, "I move to adjourn," and this is 
what you want, if you really mean to adjourn. 



It is often said that a motion to adjourn is always 
in order, but this is not the case, for a motion to 
adjourn is not in order when it has been de- 
feated, while a vote is being taken or while veri- 
fying the vote, while a member is speaking, or 
when the motion to fix the place and time to 
which to adjourn is pending. 

The motion to adjourn may be withdrawn. An 
adjournment sine die closes the session. When 
adjournment does not close the session, at the 
next meeting the business that was interrupted 
by the adjournment comes up immediately after 
the reading of the minutes. When a motion to 
adjourn is pending announcements may be made, 
and if there is any important business the Chair 
should inform the body, and ask that the motion 
to adjourn be withdrawn. Business killed by ad- 
journing may be introduced at the future ses- 
sion as new business. 

TO FIX THE TIME AND PLACE TO WHICH TO 
ADJOURN 

"It takes precedence of all motions, and if 
made when no business is pending, it loses all 
privilege and ranks as a main motion." Its ob- 
ject is to set the time when the body will meet 
again. It can be amended as to time and place. 
It requires a second, and is debatable if no other 
question is pending: but if another question is 
before the society it is a privileged motion, and 
cannot be debated, but may be amended as to 
time and place, though no other sub'av'iva.ri 
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tion applies to it. The time fixed for adjourn- 
inent cannot be beyond the time of the next 
meeting. 

While the motion to adjourn dismisses the 
body, the motion to fix the place and time to 
which to adjourn tells when and where the body 
will meet again, and has nothing to do with ad- 
journing. This motion is seldom used, as most 
societies have a regular place and set time to 
meet specified in the constitution or by-laws. 
The motion to fix the place and time to which 
to adjourn may be made any time the member 
can get the floor, and will come before any mo- 
tion or business before the body, no matter how 
important. The Chair must put this motion at 
once, stating the result of the vote, then proceed 
with the business before the body when this 
motion was made. The adoption of the motion 
does not adjourn the body. This motion, being 
the highest of motions, is in order any time, even 
after a negative vote is taken on the motion to 
adjourn, if the Chair has not announced the 
result of the vote. 

Form: "Mr. President, I move that when we 
adjourn we adjourn to meet at the Capitol Hotel, 
December 2nd, at 3 o'clock P. M." 

"When the body meets at the time to which it 
adjourned, the meeting is a continuation of the 
previous session." The assembly may not ad- 
journ for some time after this motion has been 
made and adopted. A vote on this motion may 
be /leronsidered. 
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Chapter VII 

MISCELLANEOUS MOTIONS 

Parliamentary Inquiry— Motion to Reconsider— 
Motion to Rescind — Motion to Renew — Mo- i 
tion to Ratify — Informal Consideration — Ejt- ' 
ecntive Session 



PARLIAMENTARY INQUIRY 

A Parliamentary Inquiry requiring immediate I 
attention may be made while another member has 
the floor, but should not be allowed to interrupt a 
speaker any more than absolutely necessary. It 
yields to privileged motions, but cannot be 
amended or debated. It is really not the duty 
of the Chair to answer questions in general on 
parliamentary law, but only such questions as 
would enable a member to make suitable motions, 
or to raise a point of order. When a member 
rises to a question of parliamentary inquiry he 
does not wait for recognition. 

Form; "Mr. President, I rise to a parlia- 
mentary inquiry," 

Chair: "State your inquiry." 
75 



If a member wants to raise a point of order, 
and is in doubt about it, he should rise to a parlia- 
mentary inquiry and ask for information. 

MOTION TO RECONSIDER 

To reconsider a motion that has been acted 
upon once is to bring it up again for discussion, 
and get another vole on it. If reconsideration is 
lost, the question is left exactly as it was before 
the motion to reconsider was made. No business 
need to intervene between a vote and a motion 
to reconsider the vote. It requires a second and 
is debatable, provided the question to be recon- 
sidered is debatable. It cannot be amended, and a 
majority vote adopts it. No question can twice 
be reconsidered, unless materially amended after 
its first reconsideration. To reconsider can be 
moved only by one who voted with the prevailing 
side (the winning side). This is the side that 
has the majority vote. It may be either the 
affirmative or the negative vote. Any member 
may second the motion to reconsider. If any- 
thing the society cannot reverse has been done 
as the result of a vote, then that vote cannot be 
reconsidered. (Example: Appropriation for 
money paid out.) 

The motion to reconsider can be made while 
any other question is pending, even if another 
member has the floor, or after it has been voted 
to adjourn, provided adjournment has not been 
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announced by the Chair. If to reconsider is 
moved while something else is before the body, 
it cannot interrupt the pending business, but as 
soon as that has been disposed of, if called up, 
reconsideration has preference over all resolu- 
tions and general orders. 

Remember that the motion to reconsider can- 
not be amended, postponed indefinitely, or com- 
mitted. The motion limiting or extending the 
limits of debate, also the previous question, may 
be applied to it when it is debatable. When the 
motion to be reconsidered is undebatable, the 
motion to reconsider is undebatable. 

If the body adjourns while the motion to re- 
consider is pending, adjourning has no effect on 
it, and the motion to reconsider comes up at the 
next meeting as unfinished business. The motion 
to reconsider must be made on the day the vote 
was taken, or on the next succeeding day (a legal 
holiday is not counted as a day ) . This applies to 
all organizations whose sessions continue two or 
more days, but in societies holding weekly or 
monthly meetings this motion is in order only 
during the meeting in which the matter was con- 
sidered and acted upon, as such meetings are gen- 
erally completed sessions. Immediately after the 
vote on any resolution or subsidiary motion is 
taken, a member may move to reconsider the vote, 
and if adopted the question is before the body as 
if it never had been voted upon. 

The motion to reconsider can be applied to 
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every motion except the motions to adjourn, to 
take a recess, to suspend the rules, or order of 
business, to lay on the table, to take from the 
table, election of a member to office who is 
present and does not decline, and to reconsider. If 
the vote is by ballot, any one may move to recon- 
sider. A negative vote on the motion to post- 
pone indefinitely cannot be reconsidered. The 
motion to reconsider may be tabled, or have the 
previous question called on it. A member should 
not move a reconsideration and at the same time 
move to table the reconsideration. When a mo- 
tion to reconsider is pending, orders of the day 
cannot be called. 

"After the vote has been taken on the adoption 
of a resolution, and it is desired to reconsider the 
vote on an amendment, it is necessary to recon- 
sider the vote on the resolution also, and a motion 
should be made to reconsider both the resolution 
and its amendments at the same time. The same 
applies in case of an amendment to an amend- 
ment." 

Form : "I move to reconsider the vote on the 
resolution and on its amendment." 

If the previous question is called on the motion 
to reconsider, it affects only this motion, and 
leaves the main motion untouched. Subsidiary 
motions must be reconsidered at once if at all; 
otherwise, it would block action on the main 
question. "If a committee has reported a bill 
it is too late to reconsider the vote by which it 
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B was referred." The motion to reconsider is not ^^^H 
P used in committee of the whole. A motion ^^^ 
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cannot be reconsidered a second time on a vote 
on a question, unless the motion has been 
amended after its first reconsideration. 



MOTION TO RESCIND 

Its object is to annul some action previously 
taken, regardless of the time that has passed. It 
requires a second, is debatable, may be amended 
and reconsidered. Any action of the assembly 
may be rescinded, no matter when it was taken, 
by a majority vote of the entire membership, or 
a two-thirds vote of those present and voting, 
when a quorum is present. It is possible to re- 
scind any action of the body at the same meeting 
by a two-thirds vote. The motion to rescind may 
be made by any member, regardless of how he 
voted. If one gives notice that he is going to 
move to rescind the vote on a motion at a pre- 
vious meeting, or in the call for this meeting, it 
then takes only a majority vote of those present 
and voting to rescind. 

The notice to rescind, unless specified in the 
* by-laws, can be given verbally as well as in writ- 
f ing. It may be given when another question is 
I pending, but must not interrupt a member while 
m speaking. The motion to rescind is a main mo- 
B tion, and can only be introduced when there is 
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used when the time for reconsidering the vote 

past. 

Form : "Mr. President, I move to rescind the 
vote by which the motion was adopted, 'Resolved, 
That we build a public library.' " 

Votes cannot be rescinded after something 
has been done, as a result of that vote, that the 
society cannot undo ; as a contract that has been 
entered into. To rescind the action of the so- 
ciety would not annul the contract. 



MOTION TO RENEW 



m 
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The usual way of renewing a motion is t 
consider the vote. The same question, or prac- 
tically the same, cannot be again brought before 
the body at the same session, unless the vote on 
it is reconsidered or rescinded, but it may be in- 
troduced at any future session as new business. 
In bodies whose regular sessions are not as fre- 
quent as quarterly, the motions that have not 
been committed or postponed to the next session 
hiay be renewed at that session. 

"The motions to lay on the table, to take a re- ' 
cess, and to adjourn may be made again and again, I 
provided there has been progress in debate or' ' 
business, but the making and voting on these mo- 
tions alone is not sufficient to justify the renewal ' 
of a motion, neither can a motion to postpone ■ 
indefinitely nor an amendment be renewed at the 
same session, but the other subsidiary motions j 
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may be renewed, provided the progress in debate 
> or business is sufficient to make the question be- 
fore the body practically a different one." The 
motion to suspend the rules cannot be renewed 
for the same purpose during the meeting it was 
made but may he renewed at another meeting held 
the same day. The call for the orders of the day, 

■ if defeated, may not be renewed while the ques- 
tion interrupted is pending. 

A point of order cannot be raised if it has been 
raised previously, although without success, dur- 
ing the session, as it would be identically the 
; point, A motion that has been tabled can 

■ be renewed by taking it from the table. A mo- 
tion that has been withdrawn may be renewed, 
because it has never been acted upon. The mo- 
tion to reconsider cannot be renewed, unless the 
question is changed. To object to the considera- 
tion of a question cannot be renewed. \ : 



IN TO RATI 



To ratify confirms action previously taken. 
The body may ratify any action that it had the 
right to authorize in the first place. Action of 
the body, committees, officers or delegates, when 

^illegal, cannot be made legal by ratification. It 
ranks the same as a main motion, and is debat- 

* able, amendable, and a majority vote adopts it. 

t The assembly cannot ratify anything done in 
violation of the laws of the Statej or its own con- 
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stitution, or by-laws. "It may ratify emergency 
action taken at a meeting;, when no quorum was ' 
present, even though the quorum is provided for 
in a by-law." To ratify is not only debatable, but 
opens the question to debate. ^^^h 

INFORMAL CONSIDERATION ^^^| 

A resolution or motion is sometimes consid- 
ered informally by the body, instead of going 
into committee of the whole. This is a much 
more simjide way to discuss a question in small 
bodies. The presiding officer does not leave the 
chair. A member cannot speak twice on the 
same question, until all who desire have spoken. 
A vote of two-thirds may limit or close debate. 
Considering a question informally applies only 
to the resolution and its amendments. Any 
member may move to consider the question in- 
fonnally. 

Form: "Mr, President, I move that the ques- 
tion be considered informally." Seconded. 

Chair: "If there is no objection the question 
will be considered informally." 

If any member objects, the Chair must put it 
to a vote. If no one moves to consider the ques- 
tion informally the Chair may say, "The Chair- 
will entertain a motion to consider the question 
informally." As soon as the Chair announces 
the result of the vote, if adopted, the question ■ 
is then considered by the body informally, every 
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I one having the right to speak to the question, and 
when disposed of informal consideration ceases 

' automatically, and the Chair announces the next 
business in order. 

Action in informal consideration is not bind- 
ing. The Chair reports to the body the informal 
action taken and the body then acts in the same 
way as on a committee report. The consideration 
of the main question and its amendments is in- 
formal, but the votes are formal. The informal- 
ity applies to the number of speeches allowed in 
the debate. The presiding officer does not vacate 
the chair when a question is being considered 
informally, as he does in committee of the 
whole, and no motions are in order except to 
amend and adopt. In informal consideration of 

I a question the body by a two-thirds vote may 
not only limit the number and length of the 
speeches but also limit or close debate. 

EXECUTIVE SESSION 

' In a meeting when matters come up which 
should not be made public a motion to go into 
executive session should be made. When this 
motion is adopted, all except members should 
retire. 

Form ; "Mr. President, I move that this body 
go into executive session to discuss the matters 
under consideration." 
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This motion requires a second, and a majority 
vote adopts it. The secretary continues to keep 
the record of all proceedings during the time the 
body is in executive session. 

Executive session is exclusivelv for members. 




Definition of Term — Absence of Quorum — HouJ 
Determined — Quorum in Committees, etc. — In 

Legislative Bodies 

It is necessary that there should be some rule 
as to the number of members required to consti- 
tute a legal meeting of the body. This required 
number is known in parliamentary law. as a 
quorum. The quorum refers to the number 
present, not to the number voting, therefore it 
is not necessary that all members present should 
vote. In committee of the whole a quorum is 
the same as in the assembly. Without a special 
rule, the quorum of a committee or board of di- 
rectors is a majority. Only the body has the 
power to regulate a quorum. 

When the question has been raised that a 
quorum is not present, the only motions in order 
are: to take recess, to adjourn, to fix the place 
and time to which to adjourn. In an annual 
meeting, when officers must be elected, and : 
quorum is not present, the body should fix . 



time for an adjourned meeting, and then 
adjourn. If at roll call a quorum is present, and 
later on members leave the room, a question being 
brought up for consideration, and placed on its 
passage, no one discovering that there was not a 
quorum present when the vote was taken until 
the Chair has partially announced the vote thus: 
"The vote stands ayes 9 and no's 14" — if then 
a menyber rises to a point of order {the Chair had 
not announced the result of the vote)— 

Member: "Mr. President, I rise to a point of 
order." 

Chair: "State your point of order." 

Member: "A quorum was not present when 
ihe vote was taken, as several members have left 
the room since roll call." 

"The Chair rules the point of order well taken, 
as a vote is not legal unless a quorum is present. 
Therefore the member was right in rising to a 
point of order, for a vote taken when a quorum 
is not present is null and void." 

The quorum of a delegated body is usually 
fixed by a special rule. If not, a majority of the 
delegates in attendance constitutes a quorum. A 
quorum of a mass meeting is a majority of those 
l>rcscnt at the time. In the absence of a special 
rule, the quorum of a board of directors or of a 
committee is a majority. 

"A standing or special committee has not the 
right to reduce its quorum below a majority, or 
to regulate it in any way. The ot^nization only 



bas such power. When a quorum is present at 
the opening of a meeting, the secretary should 
note this in his minutes, or give the names of all 
members in attendance." 

In legislative bodies, if a question as to a quo- 
rum is raised before the reading of the journal, 
this must be ascertained before the reading be- 
gins. Messages received in the absence of a 
quorum are not read. 

A majority of each House in the Legislature 
constitutes a quorum to do business. In so- 
cieties the by-laws should provide for a quorum. 

A member cannot be interrupted while speak- 
ing in order to make the point of no quorum. 



CONSTITUTION. BY-LAWS, ETC. 

Rules of Order — Constitution — By-Laws — Or- 
ganication — Form of a Constilution and By- 
Laws for a Civic League 

RULES OF ORDER 

Rules of Order are the rules of an organiza- 
tion which provide for conducting business in a 
parliamentary way. Every society should adopt 
a parliamentary manual as authority. In con- 
nection with this, a society should adopt only 
such special rules of order as are needed. 

A Standing Rule is a rule adopted by the ma- 
jority at any meeting and continues in force until 
changed, suspended or rescinded. 

"At any meeting the rules may be suspended by 
a majority vote ; they must be amended or re- 
scinded by a two-thirds vote, unless notice was 
given at a previous meeting or in the call for 
this meeting, when they may be amended or re- 
scinded by a majority vote." No standing rule 
or motion is in order that conflicts with the con- 



stitution or by-laws. Standing rules adopted 
by a body are not affected by time, but continue 
in force through succeeding administrations, un- 
less they are rescinded. But standing rules 
adopted by a board of directors or any standing 
committee continue in force only during the ex- 
istence of the committee or board by which they 
were adopted. The vote on their adoption, or on 
their amendment before or after adoption, may be 
reconsidered. Standing rules contain rules that 
may be adopted by a majority vote at any busi- 
ness meeting without previous notice. 

CONSTITUTION 

When a constitution is adopted it should con- 
tain only that which is fundamental. The details 
of government should be left to the by-laws. 
The constitution should be made difficult to 
amend. 

A member offering an amendment to the con- 
stitutiMi should put it in writing, read it, and hand 
it to the secretary. It cannot be discussed and 
acted upon until the next regular meeting. This is 
simply giving previous notice that the member 
will present this amendment for action at the 
next regular meeting. It is then taken up, dis- 
cussed, and voted on. There can be only one 
amendment to an amendment ; therefore, an 
amendment to the amendment may be adopted by 
a majority vote, but the amendment as amended 
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requires a two-thirds vote to make it a part 
of the original article. A vote upon the article 
itself after amendment is not necessary. When 
an amendment is adopted, it goes into effect at 
once. The same rule applies to an amendment to 
the by-laws, which also requires a two-thirds 
vote, the amendment to the amendment only re- 
quiring a majority vote. An amendment to the 
constitution or by-laws may be laid on the table, 
but this does not carry the article with it. 

The constitution represents "one instrument 
composed of many parts." There may be a num- 
ber of sections under each article, and each sec- 
tion is open to debate and amendment. The 
Chair should always read each article separately, 
section by section, giving opportunity for amend- 
ments. It is really not necessary to vote upon the 
article itself after amendment. 

The essential points and outline for drafting 
a constitution: First, name; second, object; 
third, qualification of members; fourth, officers 
and directors — their election; fifth, meetings; 
sixth, standing committees — appointment ; sev- 
enth, provision for amendment. 

The constitution requires a previous notice of 
an amendment, and a two-thirds vote for its 
adoption, or a majority of the entire membership. 

Where assemblies meet once a year, copies of 
the proposed amendment should be sent to the 
members or the constituency. In giving notice as 
to when the amendment will be submitted, say 
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"the next regular meeting" instead of "a regular' 
meetii^," as in the latter case it might be delayed. 
It requires only a majority vote to adopt the con- 
stitution of a new society. 

The charter members are those who sign the 
constitution at the time of its adoption. An or- 
ganization has not the power to suspend the con- 
stitution, or any part of it, even by unanimous 
consent. 



By-laws arc supplementary to the constitution, 
and should contain in detail directions for the 
management of the organization. The constitu- 
tion and by-laws should not conflict. The by- 
laws are just as binding on the society as the 
constitution. There may be any number of by- 
laws, and new ones may be added from time to 
time. They should be arranged, like the con- 
stitution, in articles and sections. They should 
always specify the manual of Parliamentary 
Rules by which the body is to be governed. By- 
laws must provide for their own amendment, and 
in no way conflict with the constitution. 

Form: Article I, Duties of Officers — Elec- 
tion; Article 11, Duties of the Board and Stand- 
ing Committees, Election or Appointment; Ar- 
ticle III. Dues; Article IV. Meetings; Article V, 
Quorum; Article VI, Parliamentary Rules; Ar- 
ticle Vn, Amendments, 
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"If it is desired to permit the suspension of any 
by-laws, it should be specifically provided for. 
Only the by-laws relating to business procedure 
can be suspended, unless expressly provided for. 
By-laws in the nature of rules of order may be 
suspended by a two-thirds vote. Rides of order 
should contain only the rules relating to orderly 
transaction of business in the meetings, and 
the duties of the officers." — Robert. 



ORGANIZATION 
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"Organization is a number of people syste- 
matically united for some end." 

Societies are organized by calling a meeting at 
a specified time. The call is usually announced 
in the daily paper. When the time has arrived 
for the meeting, some one responsible for the 
call comes forward, and with one firm stroke of 
the gavel says, "The meeting will please come to 
order. Will some one nominate a chairman pro 
tem. ?" 

Mr. Brown : "Mr. Chairman, I nominate Mrs. 
A. O. Stanley for chainnan pro tem. of this meet- 
ing." 

Mrs. Lafferty: "I second the nomination." 
(This is really not necessary, as nominations do 
not require a second.) 

Chair: "Are there any other nominations? 
All in favor of Mrs. Stanley for chairman 
pro tem. say 'aye' ; opposed, 'no.' The 'ayes' 
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have it, and Mrs. Stanley is nominated chairman 
pro tem. of this meeting." (The member could 
have put this in the form of a motion, which 
would have been correct. The difference is, only 
one main motion can be pending at a time, and 
if you nominate, any number may be nominated ; 
and nominations do not require a second, while 
main motions do require a second.) 

Mrs. Stanley is escorted to the chair and makes 
a few remarks, thanking the body for the honor 
conferred upon her. 

The Chair announces that the first business in 
order is the election of a secretary pro tem, 

Mrs. Earnest Clarke rises and addresses the 
Chair: "Madam Chairman, I nominate Mrs. J. 
Tandy Eli is for secretary pro tem." 

Mrs. Weaver: "I second the nomination," 

Chair: "Are there any further nominations? 
AH in favor of Mrs. ElHs acting as secretary pro 
tem. say, 'aye'; opposed, 'no,' The 'ayes' have it, 
and Mrs. Ellis is elected secretary pro tem, of this 
meeting." 

The secretary takes her seat near the Chair, 
usually to the right, and proceeds at once to per- 
form the duties of the office. The Chair states 
the object of the meeting, or she may have some 
one else to do this, after which a formal motion 
is made: 

"Madam Chairman, I move the adoption of the 
following resolution : 'Resolved, That this body 
assembled do now organize a Civic League to pro- 
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mote the general philanthropic work in the town 
of Scottsville, Kentucky.' " 

Mr.s. Bartlet: "1 second the motion." 
Chair: "It has been moved and seconded 
'That this body assembled do now organize a 
Civic League to promote the general philan- 
thropic work in the town of Scottsville, Ken- 
tucky.' Are you ready for the question ? All in 
favor of adopting the resolution say 'aye'; op- 
posed, 'no.' The 'ayes' have it, and the resolution 
is adopted, and reads, 'Resolved, That this body 
assembled do now organize a Civic League to 
promote the general philanthropic work in the 
town of Scottsville, Kentucky.'" 

In the organization of a permanent society, it 
is not possible to elect the permanent officers un- 
til after the adoption of the constitution, for it 
is not known who are members until the con- 
stitution has been adopted and signed. Some 
people may not be willing to sign the constitution, 
and refuse to join after hearing it read and 
adopted. Only those who sign the constitution 
are members of the organization and are en- 
titled to vote. They are known as the charter 
members. In the formation of a society those 
most interested usually meet beforehand and 
draft a constitution and by-laws. When the 
chairman asks, "What is the pleasure of the 
meeting?", after they have agreed to organize. 
Miss Gertrude Black rises and addresses the 
Chair : 
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"Madam Chairman, I move that a committee of 
five be appointed by the Chair to draft a consti- 
tution and by-laws for this society, and that they 
be instructed to report as soon as possible." 

Mrs. Claude Minor: "I second the motion." 

Chair: "It has been moved and seconded, 
'That a committee of five be appointed by the 
Chair to draft a constitution and by-laws, and 
that they report as soon as possible.' Are you 
ready for the question ? All in favor say 'aye' ; 
opposed, 'no,' The 'ayes' have it, and the motion 
is adopted." 

The committee is appointed at once by the 
Chair. As the body has authorized the Chair to 
appoint the committee, the Chair has the right to 
name the chairman of the committee. The Chair 
does not have to put the mover of the motion on 
the committee unless she deems best, but it is the 
courteous thing to do, unless the Chair has good 
reasons for not doing so. The committee retires 
to draft the constitution and by-laws, which are 
really prepared beforehand to save time. 

Mrs. Effie Dent moves that the society take a^ 
recess until the committee returns. 

Seconded. Adopted. 

On the return of the committee the Chair calls 
the meeting to order, and says: "The report of 
the committee appointed to draft a constitution 
and by-laws for this organization will now be re- 
ceived. Miss Gertrude Black, chairman." 

"Madam Chairman; Your committee ap- 
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pointed to draft a constitution and by-laws for 
this organization begs leave to submit the follow- 


ing." 


CONSTITUTION ^^m 


Article ^^^| 


Name 


The name of this society shall be, "The ScotU- 
ville Civic League." ^^^m 


Article II ^^^| 


Object 


To promote philanthropic work and hygienic 
improvements in the town. ^^I 


Article III ^^| 


Membership 


The members in this society shall be of three 
classes: Active, Associate and Honorary. ^^M 


Article IV ^^| 


Officers 


Section i. The officers of this society shall 
be a president, a vice president, a recording sec- 
retary, a corresponding secretary, a treasurer and 
^^^^ an auditor. | 
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Section 2. All officers shall be elected by bal- 
lot at the annual meeting. 

Section 3. No member shall hold the same 
office for more than two consecutive terms. 

Article V 

Board of Directors 

There shall be a board of directors, which shall 
consist of the officers and the chainnen of the 
standing committees. 

Article VI 
Standing Committees 

There shall be the following standing commit- 
tees : Finance, program, ways and means, educa- 
tion, membership. 

The board of 'directors at its first meeting shall 
elect the standing committees for one year. 

Article VII 

Annual Meeting 

Section i. The annual meeting shall be held 
the first Tuesday in June of each year for the 
election of officers and the receiving of annual 
reports. 

Section 2. The term of pfficers shall be for 
le year, or until their successors are elected and 
, installed. 
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Section 3. Norainations shall be from the 
floor. 

Section 4. The election shall be by ballot, and 
a. majority vote shall constitute an election. 

Article VIII 

Amendments 

This constitution may be amended at any 
regular meeting, by a two-thirds vote of those 
present and voting, provided the amendment has 
been submitted in writing at the previous regular 
meeting. 

Respectfully submitted. 

Gertrude Blai 

Eva Robbins. 

Minnie Niles. 

T. C. Cherry. 

A. B. Hammon, 






The chairman of the committee before she 
takes her seat says, "Madam Chairman, I move 
that the constitution recommended by the com- 
mittee be adopted." 

Mrs. Mat. Cohen: "I second the motion." 

Chair: "It has been moved and seconded that 
the constitution recommended by the committee 
be adopted." The Chair also says : "This con- 
stitution represents one individual instrument 
composed of many parts. Each article and section 

open for debate and amendments ; therefore, it 
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I is necessary for the Chair to read each article ^^^| 
I and section separately, giving opportunity for ^^^| 
I amendments." ^^^| 

I The Chair then reads the lirst article section by ^^H 
I section, asking at the close of each section if 
there are any amendments to said section, givii^ 
opportunity for debate and amendments. If an 
amendment is proposed to an article or a section, 
the Chair takes the vote only on the proposed 
amendment, but does not take the vote on the 
article or section as amended until every article is 
read section by section, and all amendments pro- 
posed; then the constitution as amended is voted ' 
on. But before the final vote on the constitu- 
tion as amended, the Chair should not fail to ask 
at the close of the reading: "Are there any 
further amendments to any part of the constitu- 
tion? If not, the question is on the adoption of 
the constitution as amended. All in favor say 
'aye'; opposed, 'no.' The 'ayes' have it, and the 
cbnstitution as amended is adopted." 

Remember, it only takes a majority vote to 
adopt a new constitution. 

After all who desire have signed the constitu- 
tion, the Chair calls the meeting to order, and 
the chairman of the committee on constitution 
and by-laws proceeds to read the by-laws, each 
article, section by section, separately, and hands 
it to the Chair, who reads it, exactly as in the 
case of the constitution section by section, 
and asks for amendments, adopting only '•hc_^ 
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amendments, for the by-laws, like the constitu- 
tion, are adopted as a whole. Aftet the adoption 
of the by-laws an adjourned meeting may br 
moved. The motion must be seconded and adopt- 
ed. At this meeting the election of officers wj 
take place. 



BY-LAWS 



Duties of C 
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Section i. The president shall preside at all 
jneetings of the society and of the board of direc- 
tors, and perform all other duties appertaining to 
the office. 

Section 2. In the absence of the president the 
vice presidents in their order shall assume the 
duties of the president. In case of a vacancy the 
vice president shall assume the duties of presi- 
dent until the next annual meeting. 

Section 3. The recording secretary shall keep 
the minutes of the society and of the board of 
directors. He shall have charge of all papers 
and documents, make out the order of business 
for the Chair, notify all committees and officers 
of their appointment. He shall render a written 
report at the annual meeting. 

Section 4. The corresponding secretary shall 
conduct all correspond nice, read all letters and 
have charge of the same. He shall send out all 
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notices except those relating to the nc^-payment 
of dues. 

Section 5. The treasurer shall receive all 
funds of the society, collect all dues, keep an 
itemized account of receipts and expenditures, 
and present a report in full at each regular meet- 
ing. At the annual meeting he shall also render 
a written report. 

Section 6, The auditor shall examine the 
books and vouchers of the treasurer and make a 
written report in full at the annual meeting. 

Article II 
Board of Directors 

Section I. The board of directors shall elect 
the chairmen of all standing committees, fill all 
vacancies not otherwise provided for in the so- 
ciety as well as in the board, and authorize the 
payment of all bills. 

Article III 
Dues, Etc. 

Section i. The annual dues shall be $1,00 per 
year, payable at the annual meeting. The initia- 
tion fee shall be $2.00, payable upon election to 
membership. 

Section 2. Notice of non-payment of dues 
shall be sent to delinquent members thirty day, 
before the annual meeting, and any members fail- 



y 



I02 PARLIAMENTARY LAW 

ing to pay their dues before the annual meeting 
shall be dropped from membership. 

Section 3. All resignations must be in writing. 

Article IV , 

Regular and Annual Meetings 

Section i. The regular meetings shall be held 
the first Tuesday in each month from October 
to June inclusive; the annual meeting for the 
election of officers the first Tuesday in June. 

Section 2. Special meetings of the society 
may be called by the president, or upon the writ- 
ten request of three members of the board of 
directors. 

Section 3. The meetings of the board of di- 
rectors shall be held previous to the regular 
monthly meetings. 

Article V 
Quorum 

Section I. Seven members shall constitute a 
quorum of the society. 

Section 2. Three members shall constitute a 
quorum of the board of directors. 

Article VI 

A Compendium of Parliamentary Law by 
shall be authority in all questions on 
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Parliamentary Law not covered by the constitu- 
tion and by-laws. 

Article VII 
Amendments 

These by-laws may be amended at any regtllar 
meeting of the society by a two-thirds vote of the 
members present and voting, provided the pro- 
posed amendment has been submitted in writing 
at a previous r^^lar meeting. 



VOTING 

By Voice — By Raising the Hands — Division, or 
Rising Vote — By Ballot — By Silent Consent — 
Voting by Mail — Proxy Voting — Voting by 
Lot— Plurality Vote 

To vote is simply to register an opinion, there- 
by giving the decision of members on questions 
before the pubHc or the body. It is really the 
duty of every member to express his opinion on 
all questions of importance. 

There are eight ways of voting: First, by 
voice; second, by raising the hand; third, by 
rising (or division) ; fourth, by ballot; fifth, by 
silent consent; sixth, by mail; seventh, by proxy 
(which Parliamentary Law does not recognizi 
eighth, by lot. 



BY VOICE 
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By voice is the usual method of voting. Con- 
gress requires this method — calling the roil, or 
ordering the yeas and nays. The yea and nay 
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vote must be ordered by the body, by a majority I 
vote, unless a special rule provides differently. 

When the vote is so ordered, the Chair says, 
"All in favor of the adoption ef the motion will, 
when your names are called, say 'aye' ; those op- 
posed will say 'no.' The secretary will call the ■ 
roU." '■ 

A member may chang;e his vote before the re- 
sult has been announced by the Chair. After the 
result has been announced it can only be changed 
by unanimous consent, or by a motion which re- 
quires only a majority vote to adopt it. 

The presiding officer may vote as any other 
member, his name being called last. The secre- 
tary, if a member of the body, may vote as any 
other member, his name being called next to last. 
The secretary records the vote and hands it to the 
Chair, who announces the result. The yea and 
nay vote should not be allowed to hinder business. 

One- fifth of the members present in either 
House of Congress can order the yea and nay 
vote. This is a good way to vote when the pro- 
ceedings are published, so that the people can 
see how every one voted. 

In small societies, any member has a right 
to order the yea and nay vote on a resolution. 
After the secretary has finished calling the roll, 
ample opportunity should be given members to 
change their votes ; but debate may not be re- 
sumed after roll call has begun ; only an explana- 
tion of the vote is permissible and this must a 
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here strictly to the explanation. The yea and 
nay vote cannot be ordered in committee of 
the whole. "A quorum is not necessary on a 
motion to reconsider the vote whereby the yeas 
and nays are ordered." 

"The yeas and nays may be demanded while 
the Speaker is announcing the result of a di- 
vision, while a vote by tellers is being taken, and 
even after the announcement of the vote if the 
House has not passed to other business. But 
after the Speaker has announced the result of a 
division on a motion, and is in the act of putting 
the question on another motion, it is then too 
late to demand the yeas and nays on the first 
motion." 

A motion to adjourn may be admitted after 
the yeas and nays are ordered, and before roll 
call has begun. A motion to suspend the rules 
has been entertained after the yeas and nays 
have been demanded on another matter. A mo- 
tion to reconsider a vote ordering the yeas and 
nays is in order, and the vote may be reconsid- 
ered by a majority. 

BY RAISING THE HAND 

By raising the hands takes a little more time 
than by voice, but it has the advantage of being 
accurate. Example : "All in favor of the mo- 
tion raise your right hand; opposed, the same." 
The secretary, or tellers if appointed, count the 



votes, and report to the Chair. Then the Chair 
announces the result. 

DIVISION^ OK RISING VOTE 

In taking a rising vote, or division, those vot- 
ing in the affirmative rise and stand until counted 
by secretary or tellers ; the negative the same 
way. Then the Chair announces the result of 
the vote on each sitTe. and declares the result. 
When the presiding officer is doubtful as to the 
result of a vote, he may order a division. If a 
member is in doitht he may call for a division, 
and the Chair is compelled to take a rising vote. 
To call for a division is in order even after the 
vote has been anuoimccd, but not after business 
has intervened. To order a count by division re- 
quires a motion, which does not need a second, 
and a majority vote to adopt. The Chair cannot 
order a rising vote until the voice vote has been 
taken. The body can order the vote by any 
method. 

In a division vote in the House of Commons, 
the members leave their seats, and pass out, the 
ayes in one line, and the no's in another, being 
counted as they pass. 
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To vote by ballot gives the freest expression 
lo one's opinion, and, if secrecy is desired, is the 
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best. Where the vote is taken by ballot any 
member may move to reconsider. When the 
ballot is not unanimous it is out of order to 
move to make the vote unanimous. The ballots 
are strips of paper upon which is written "yes" 
or "no," or the name of the candidate. Voting 
by ballot is used more frequently in societies, and 
seldom in legislative bodies. 

The secretary may cast one ballot for a ticket 
or candidate if there is only one for each office ; 
that is, if the constitution so provides. The 
name or names of the candidate or candidates 
are written on the ballot by the secretary, and 
handed to the Chair, saying, "I hereby cast the 
unanimous ballot of the society for the candi- 
dates for the offices {or the candidate for the 
office of ) for the ensuing term." 

Example: For President, Mrs. A. O. Stan- 
ley ; Vice President, Mrs. Mary A, Eayne ; Re- 
cording Secretary, Mrs. Hardin Cherry; Corre- 
sponding Secretary, Mrs. Robert Crowe; Treas- 
urer, Mrs. Robert Brown; Auditor, Mrs. Mary 
Sidney Wilkins. The Chair announces the result 
of the vote. 

BY SILENT CONSENT 

Voting without the formality of a vote saves 
time, but this can only be done when no one 
objects. If there is objection the usual way. by 
motion, is used. Example: "If there is no ob- 



jection, the motion may be withdrawn." Minor 'J 
matters can be rapidly disposed of in this way. 

VOTING BY MAIL 

Printed ballots with return envelopes are sent 
to each person. "The ballot is marked by plac- 
ing a cross opposite the name of the candidate 
voted for, then put in a blank envelope, seated 
and enclosed in an envelope addressed to the 
secretary, or chairman of the tellers," This 
envelope must be signed by the one voting. The 
blank envelope containing the ballot is opened, 
and the ballot deposited in the ballot box. 

Amendments to the constitution or by-laws are 
handled in the same way as an election. The 
ballot contains the amendment proposed with 
"yes" or "no" printed at the side. The party 
voting crosses out one of these words, puts 
the ballot in the blank envelope and returns 
it as in an election. 

PROXV VOTING 

Proxy voting is not recognized in Parliamen- 
tary Law, though sometimes this method, in a 
large and scattered membership, is allowed by 
the constitution and by-laws of an organization, 
in the election of officers, and in voting on 
amendments to constitution and by-laws. When 
this is permitted there should be a committee 
appointed to receive and report on the proxies. 
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Form: I hereby constitute and appoint Mr. 
William Perine to vote as my proxy at the reg- 
ular meeting of the Civic League, to be held Tues- 
day, December lo, 1917, or any adjournment 
thereof, for the election of officers, and upon such 
questions as may come before such meeting. 

(Signed) Thomas Pannell. 
Dated, Dec, 10, 1917. [Seal.] 

All proxies should be examined and passed 
upon by the committee before the meeting, and 
this report of the committee should practically 
be the first business of the meeting. 

VOTING BY LOT ^M 

Some constitution.s provide voting by lot, \n 
case of a tie for an office. The candidates' 
names are written on separate slips of paper, 
which are placed in a box. The person ap- 
pointed to draw the lot takes out of the box a 
slip, and the name on the slip is the person en- 
titled to the office. In this case the office falls 
to the party by lot. This cannot be done unless 
provided for in the constitution. 



PLURALITY VOTE 



A plurality vote never elects to office, unless 
by a special rule. If two persons are candidates 
for the same office, unless there is a tie one will 
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. majority vote. In case of a tie, the ' 
ballot must be taken over. But if three or more 
are nominated there is bkely to be a plurality 
vote, and yet not a majority of all the votes cast. 
Example : Number entitled to vote, 50. Neces- 
sary to elect, 26. Forty-eight votes were cast. 
Necessary to elect, 25. A received 23 ; B, 15, and 
D, 12, A has a plurality vote; that is, more 
votes than cither of the other two candidates, and 
yet is not elected because it is not a majority of 
all the votes cast. The ballot must be taken until 
some one receives a majority of the votes cast. 
A majority is more than one-half of the members 
voting, while a plurality is the highest number 
of two or more divisions, and elects only by 
virtue of a special rule. 
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Nominations — Methods of Nomination — Nomi- 
nations from the Floor — Nominating Commit- 
tee — Nomination by Ballot^Eleciions — Tell- 



NOMINATIONS 



Nominations do not elect, but express 
choice of those by whom they are made. The 
constitution and by-laws of a society prescribe 
the methods of nomination and election, and 
must be adhered to. 
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METHODS OF NOM 



First, nominations from the floor ; second, 
nominating committee; third, nomination by bal- 
lot. 

NOMINATIONS FROM THE FLOOR 



Nominations differ from motions and amend- 
ments in that any number of nominations may 
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be pending at the same time. It is not neces- 
sary to second a nomination as it is to second s. 
motion, though they are generally seconded, and 
sometimes receive several seconds, out of 
.courtesy. Any member may nominate some one 
if he desires, therefore a reasonable time must 
be allowed for that purpose. Members must 
secure the floor for making a nomination, the 
same as for presenting a motion. The Chair 
should always ask if there are any further nomi- 
nations. If no response, he declares nominations 
closed. 

If for any reason it is desired to reopen nomi- 
nations, it may be done by a majority vote. This 
motion is not debatable, but can be amended as 
to time, but no other subsidiary motion can be 
applied to it. It yields to privileged motions. 
If the by-laws or rules do not prescribe how 
nominations shall be made, any member may 
make a motion prescribing the method of nomi--. 
nation for an office. * 1 

"If the election is not pending, it is an inci- 
dental main motion, and if the election is pend- 
ing, this motion is incidental to it," 

A member may nominate some one from the 
floor, and at the same time vote for some one 
else, although he is supposed to support his own 
candidate. Nominations from the floor are in 
order even though nominations have been made 
by a committee. After each member has had an 
opportunity of nominating some one, nomina- 



tions may be closed by a motion or by general 
consent. 

Unless there is a provision in the constitution 
limiting nominations, the body has no right to 
drop any names. A candidate may withdraw his 
or her name, but not in favor of another candi- 
date. A member is not compelled to vote for 
one receiving a nomination — he can vote for 
some member not nominated, if he desires. 

NOMINATING COMMITTEE 

Nominating committees are appointed for the 
purpose of selecting the most suitable persons trf 
lill the different offices of the body, to be recom- 
mended by them to the society. A nominating 
committee has only such powers as are conferred 
upon it by the organization. The committee, be- 
fore recommending names to the society, must 
ascertain whether such members are willing to 
serve. Such committees are very useful in 
organizations where it is hard to get any one to 
accept office. The report of the nominating 
committee is made to the society by the chair- 
man of the committee, as in other committees. 

Form: Madam President: The nominating 
committee desires to submit the following re- 
port: The following persons have consented to 
allow the use of their names, as candidates for 
the several office.s of this club, for the coming 
year: For president, Mrs. Belle Brown; ' 



-own: vice I 

M 



president, Mrs. Eva Robbins; recording secre- ] 
tary, Mrs. Seldom Glenn ; corresponding secre- I 
tary, Mrs. Lottie Hill; treasurer, Mrs. Ezra-] 
Ward; auditor. Miss Emma Cammack. j 

k Respectfully submitted. I 

Louie Harmon. 1 

Mattie Reid. J 

Sophia Pool Kepneb. I 
Mrs. Marvin Darnell. | 
Harry Spillman. J 

Chair: "Are there any other nominations?" J 

Any member is at liberty to nominate some 1 
one from the floor, li only one candidate fori 
each office is named, and the constitution so pro- I 
vides, the secretary casts one ballot for a j 
candidate or ticket. The offices and the names 1 
of the candidates are written on a ballot by the I 
secretary, and handed to the Chair, saying: 1 

"I hereby cast the unanimous ballot of the I 
club for the candidates for the several offices.! 
of this club for the coming year. For presi- * 
dent, Mrs, Belle Brown; vice president, Mrs. 
Eva Robbins ; recording secretary, Mrs. Seldom 
Glenn ; corresponding secretary, Mrs. Lottie Hill; 
treasurer, Mrs. Ezra Ward; auditor. Miss EmmaJ 
Cammack." 

The Chair announces the vote by saying, "TheB 
persons recommended by the nominating cora-W 
mittee are unanimously elected." 

Where the names of two candidates for eachJ 
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office are submitted by the nominating commit- 
tee, the Chair asks if there are any other nom- 
inations, which may be made from the floor. If 
there are no otlier nominations, the tellers are 
appointed and ballots distributed for the mem- 
bers to vote for the ones they desire. After all 
have voted the Chair announces the fact, and 
the tellers collect the ballots, and retire to count 
the vote. A majority vote of those present 
and voting constitutes an election, unless there 
is a rule to the contrary, a quorum being pres- 
ent. The report is submitted in writing, and read 
by the chairman of the tellers, and the Chair an- 
nounces the result of the vote, by reading the 
number of votes each candidate gets, which is 
fair to all. The committee's nominations are 
treated like nominations from the floor. The 
members do not vote on accepting them. When 
through with nominations the body proceeds to 
the election. Nominations are not binding, while 
elections are. 

NOMINATION BY B.^LLOT 

The nmninating ballot is perhaps the fairest 
form of nomination, as it gives the freest ex- 
pression to one's opinion. The Chair appoints 
the tellers if the power is given to the Chair; 
if not, some member may move that the Chair 
appoint the tellers. After the tellers have been 
appointed, the Chair announces that nomina- 
tions for president are in order. The tellers^dis- 
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tribute the ballots, and each member writes the 
name of the person he wants for president. Then 
the tellers collect the ballots and retire to count 
them. The chairman of the tellers reads the re- 
port: 

Madam President: The tellers desire to sub- 
mit the following report: Number of votes cast, 
50. Mrs. A. received 23, Mrs. D. received 13, 
Mrs. E. received 14. 

Respectfully submitted. 

Floe Arminthout, Chairman. 

The Chair says : "You have heard the report 
of the tellers. Mrs. A., Mrs. D. and Mrs, E. 
are nominated. We will now proceed to the 
election, which will also be by ballot." As nomi- 
nations do not elect, the Chair instructs the tellers 
to distribute the ballots again, and each member 
writes the name of the person he desires for 
president, even though it is some one not nomi- 
nated. The tellers collect and count the ballots, 
and write out the report, which is made by the 
chaimian of the tellers and handed to the Chair, 
who announces the result of the vote by saying, 
"Mrs. A., having received a majority of all the 
votes cast, is duly elected president of this club." 

EI,ECTIONS 

Elections are binding, but nominations are I 
The tame of holding the annual electionj 
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should be stated in the constitution. An election 
takes effect at once, if the can(£date is present 
and does not decline, unless the rules specify 
the time. It is permissible, or the custom in 
some societies, for the old officers to hold during 
the last meeting, and finish up the year's work. 
A plurality vote does not elect, unless there is a 
rule to that effect. A tie vote does not elect. 

Election by ballot is considered the fairest 
method. In voting by ballot one does not have 
to vote for the one nominated, unless one wants 
to do so. The secretary should prepare the bal- 
lots before going to the meeting, and have pen- 
cils ready. 

If an election were to be held on any day 
other than the one fixed by the constitution, it 
would be illegal, and there would be no election 
of officers. The old officers would hold over 
until the next annual meeting, unless there is an 
adjourned meeting, which would be a continua- 
tion of the present meeting, when the election 
of officers may be completed. It is not uncom- 
mon for a society to hold an adjourned meeting. 

In an election, as in nomination, you may with- 
draw your name, if you like, but not in favor of 
another candidate. In the election of officers 
you can vote even if you are a candidate, and 
if it is close you can vote for yourself, if you 
desire. 

When one not present is elected to office his 
election takes effect when Vie is notified, unless 
he declines to serve. T\\e pt^sKd^xvX. vcv >Ccv& ^^- 
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tion of officers retains the chair, and conducts 
the election. If he is re-elected, in a few words 
he thanks the body; and if not re-elected, he 
welcomes and introduces the rew president. 

If the president desires he may ask some mem- 
ber to conduct the election, which should always 
be done if he knows but little of Parliamentary 
Law. If an election is conducted by a good par- 
liamentarian, and the secretary has the ballots 
prepared, it will not take much time. 



The report of the tellers is submitted in writ- ' 
ing and read by the chairman of the tellers, who] 
hands the report to the Chair. The Chair ; 
nounces the result of the vote. 

Form: Mr. President, the report of the tellers 
is as follows: Number of votes cast, 60: number 
necessary to elect, 31; Miss Brown received 33. 
Respectfully submitted. 
Eleanor Beckham. 
Josephine CuERRy. 
Mrs. James Newman. 

The president usually appoints the tellers, but 
the society may make all the appointments. 
There should always be at least two tellers, and 
in lai^e bodies several tellers will facilitate the 
work. Sometimes the by-laws provide for the ap- 
pointment of the tellers. They should be selected 
with reference to their aViUl^, 



DUTIES OF OFFICERS 

President — Honorary President — Vice President 
— Duties of Recording Secretary — Executive 
Secretary 

The President must preside at the meetings ; 
announce the business before the club, in the 
urder in which it is to be acted upon ; recognize 
members entitled to the floor; state and put to 
vote all questions, and announce the result of 
the vote. He should protect the meetings from 
frivolous motions by refusing to recognize them. 
He should preside impartially, and should open 
the meeting on time, provided a quorum is pres- 
ent The Chair should always rise to put a 
question to a vote. He should always refer to 
himself as the Chair, When a member has the 
floor, the Chair cannot interrupt him, so long as 
he does not transgress any of the rules of the 
society. He is entitled to vote, when the vote 
is by ballot, and in all other cases, when the vote 
will change the result. When a motion is made 
referring to the Chair only, it should be put to 
120 




Duties of officers 

vote by the vice president, if present; if not, by 
the secretary; and if the secretary is absent, 
tHen by the maker of the motion. The Chair 
should not hesitate to put the question on a mo- 
tion to appoint delegates or a committee on ac- 
count of his being included. The Chair cannot 
close debate unless by order of the body, which 
requires a two-thirds vote. 

When necessary for the president to vacate \ 
his seat he should call the first vice president; if j 
the first vice president is absent, the second vice < 
president, and if the second vice president is V 
absent, he may call any member to the chair. To * 
call the vice presidents is not only courteous, but 
just. Sometimes the president calls a member 
to the chair, and takes part in the debate. This 
should rarely be done, and when the president 
speaks on a question, he should not take the chair 
until after the question is disposed of. 

The president cannot appoint any commit- 
tees, except those authorized in the by-laws, or 
by a vote of the body. Sometimes the by-laws 
make the president ex-officio a member of every 
committee, and where this is done he has the 
rights of other members of the committee, but 
not the obligation to attend all the meetings. 

If the president calls some one to the chair, he 
is called "Mr. Chairman." The Chair is the pre- 
siding officer, whether permanent or temporary. 
The presiding officer always announces the re- 
sult of the vote. The objection to the considera- 
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tion of a question is the otUy motion which the 
Cliair can put without its being moved by a 
member. All other motions must be made by 
members. 

If the meeting drags usually the president is to 
blame, for often he disregards parliamentary 
rules and permits others to do the same. 

The president does not forfeit his right to 
vote, but it is not customary to vote except when 
the vote is by ballot, roll call, or tie ; he can vote 
to make it a tie. In other words, he can vote 
whenever his vote changes the result. 

The president should always stand when put- 
ting a question, when announcing the result of a 
vote, and when speaking on questions of order. 
He should never interrupt members while speak- 
ing, even though he knows more about the ques- 
tion under consideration. Never be unjust to the 
most troublesome member. If a member makes 
a motion, and it is not the right motion, courte- 
ously suggest the proper one. 

The Chair should have the order of business, 
and call for it in its regular order. When a 
motion is made do not allow any one to speak 
until the motion is seconded and stated by the 
Chair. If there is no second the Chair says, 
"Do I hear a second?" If not the Chair pro- 
ceeds to the next business, as though the motion 
never had been made. If a member asks what 
motion to make when he wants to do a certain 
thing, the Chair should be able to tell him at 
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once. If the Chair should be in doubt as to who 
should be recognized, the body may decide the 
question by a vote; the one receiving a majority 
will be entitled to the floor. The Chair should 
rise when giving his reasons for his decision upon 
a point of order or when speaking upon an ap- ■ 
peal, and not vacate the chair. 

The president cannot order a rising vote until 
the voice vote has been taken. The Chair should 
never ask the society if there is any unfinished 
business, as the members are not supposed to 
know. He should see from his order of busi- 
ness on his desk, and should say : "Under the 
head of unfinished business we will take up the 
resolution, 'Resolved, That ,...'" 

No member has a right to impose on a body by 
trying to preside without some knowledge of 
Parliamentary Law, which must be our guide in 
all organization work. The Chair's position will 
be strengthened if he conceals from the body his 
■ attitude on all questions. In routine work the 
Chair, tt-ithout objection, can take the vote by 
silent consent. 

The pfesident is not a member of committees 
by virtue of office, and should not attend the 
meetings except upon invitation or by permis- 
sion. When a motion is made referring to the 
Chair, the vice president or secretary should put 
the motion to a vote. 

The president votes when there is a tie; when 
one vote will make a tie; when the vote is by 
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ballot, and when the roll is called. The presi- 
dent may require resolutions and impad 
amendments of length to be put in writiiq 



HONOR.\Ey PRESIDENT 
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When a member of a body is made an honor- 
ary president it does not deprive him of his right 
to hold an active office, or to take part in the 
work of the club. He has only such rights as 
are conferred upon him by the body creating 1|^^ 
ofSce. |H 

VICE pre;sidext ^^ 

The vice president presides in the absence of 
the president, and has no duties whatever as 
siding officer except in his absence. 



DUTIES OF RECOKDING SECRETARY 
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The secretary is the recording officer of the 
body, and should keep all papers and documents, 
which must not be taken f roni his office or copied, 
by any one, except by order of the body. A 
record of the proceedings of the meetings should 
be kept, entering every principal motion that is 
made, whether adopted or not, for it is often 
important to know what motions have been lost. 
It is customary to record the name of the one 
who makes the motion, but not the one who s 
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onds it, as a motion may have more than 
second. The secretary must not criticise in 
minutes, but must state what was done, regard- 
less of the secretary's opinion. Never comment, 
favorably or otherwise, on anything said or done. 

The secretary is the recording officer of the 
society and custodian of its records. These 
records are open for inspection to any member 
of the club, at any reasonable time. The records 
of the secretary should always be accessible to 
members of the board or committees. The sec- 
retary must keep a register of the roll call of the 
members of the club, and call the roll when 
notified. He must notify officers, committees, 
and delegates of their appointment, and furnish 
committees with all papers referred to them, 
and the delegates with their credentials. 

The secretary is entitled to the same privi- 
leges as any other member of the club — to vote, 
debate, and make motions. If a motion is made 
regarding the Chair, the secretary should rise 
and put it to vote, and announce the result. He 
should under no circumstances preside. 

If the president and vice presidents are ab- 
sent, the secretary takes the chair, calls the meet- 
ing to order, announces the absence of the 
president and vice presidents, and asks that a 
motion be made to elect a chairman pro tern, for 
this meeting. Some member moves that Mr. 
Edgar Hume be made chairman pro tern. Sec- 
onded. The secretary puts the motion, and an- 
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nounces the result of the vote. If adopted, the 
member elected takes the chair and proceeds 
with the order of business. 

In meetings of societies, boards of managers 
and trustees, debates should not be recorded. 
Just record what was actually done, and not what 
was said by members. When a count has been 
ordered, or when the vote is by ballot, the votes 
on each side must be recorded; and when the 
vote is by yeas and nays, he should enter a list 
of the names of those voting on each side. 

The secretary must address the Chair, and 
stand when reading the minutes. He must 
make out the order of business for the presi- 
dent, and keep a list of all the committees. The 
secretary should be near the Chair, usually to the 
right. 

When a committee is appointed, the secretary 
must give the chairman of the committee the 
names of his committee, when appointed and 
how, with all papers pertaining to it. He must 
sign, with the president, all orders on the treas- 
urer voted by the society, provided the by- 
laws do not specify differently. Where there is 
no corresponding secretary the recording secre- 
tary must send out notices of all called meetings, 
and other meetings when necessary, and also con- 
duct the correspondence of the society, unless 
otherwise provided. 

When the word secretary is used, it always 
refers to the recording secretary. The secre- 
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I tary must, before each meeting, make out the 
F order of business for the president, showing 
' just what is to come before the society, and all 
^ unfinished business. The unfinished business is 
called for first, in the order of business, by the 
president, saying: "Under the head of unfin- 
ished business we will take up the question, 'Re- 
solved, That we build a new library.' " 

Remember, it is the duty of the secretary to 
record in the minutes only what is done by the 
body, and not what is said by the members. No 
important item should be omitted. All main mo- 
tions, and amendments of any length, should be 
in writing and handed to the secretary. A record 
should be made of all parliamentary procedure 
in connection with the motion — all main motions, 
points of order, and appeals, whether sustained 
or lost, and all other motions that were not lost 
or withdrawn. 

In some societies the minutes are signed by the 
president in addition to the secretary, and when 
published, they should always be signed by the 
president and secretary. Example : 

Mary Frances Eaton, President. 
Attest: EvLYN Pannell, Sec'y. 

Committee reports should be printed just as 
submitted, without any change by the secretary. 

The secretary should never take advantage of 
his position on the platform to secure recog- 
nition at the expense of a member on the floor. 



If the secretary is absent, some one should be 
appointed to act pro tempore, and he should sign 
the minutes, adding the words "Secretary pro 

If a report contains resolutions they must be 
entered in full on the minutes. The secretary 
reads all resolutions, communications, or other 
documents demanded by the society. 



EXECUTIVE SECRETARY 



■ otner I 

HI 



The executive secretary is required to execute 
all plans of work, and to conduct the business of 
the body. The rules of the body define his 
powers, and also the manner of his election, 
which is usually by the board of directors. He 
receives a salary and is expected to present new 
plans of work for the development of the organi- 
zation. 




Chapter XIII 

DUTIES OF OFFICERS— Concluded 

Minutes — Outline for Minutes — Expunge from | 
the Minutes — To Reconsider and Enter on the \ 
Minutes — Corresponding Secretary — Treas- 
urer — Auditor or Auditing Committee — Board 
of Directors, Managers or Trustees 



The record of the proceedings of the society 
is called the minutes. They report what ■ 
done. Minutes must not criticise either favor- 
ably or unfavorably. Committee reports should 
be printed just as submitted, without any change 
by the secretary. If a report adopted contains 
resolutions, they must be entered in full on the 
minutes. 

In conventions lasting several days, the min- 
utes are read each day for approval. In organ- 
izations holding regular monthly or weekly busi- 
ness or literary meetings, the minutes are read at 
the regular meetings. 

Suggestions should not be recorded in the min- 
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utcs. It is possible to correct errors in the min- 
utes even after they have been adopted, by 
amending them. A motion to amend the minutes 
may be tabled, but the minutes cannot be tabled. 

Reading the minutes may be postponed. Min- 
utes of all meetings should be recorded and 
neatly kept, written in a legible hand with pen 
and ink on the right hand page of the minute 
book, leaving a margin and paragraphing fre- 
quently. The left hand page of the book is 
left for corrections or amendments. Always in 
a meeting take your notes down on scratch paper 
with pencil, then write up your minutes and 
transfer with pen and ink in minute book after 
they have been adopted. Do not forget neatness 
in keeping minutes, for they are subject to in- 
spection at any time. 

Minutes come first in the order of business. 
A vote by ballot must be recorded, showing the 
number of votes on each side. In many societies 
the minutes are signed by the president in addi- 
tion to the secretary. When published they 
should always be signed by both officers and 
should contain a list of the speakers on each side 
of every question, with an abstract of all ad- 
dresses. If copies of the addresses are furnished 
they may be entered in full. The minutes of a 
regular meeting cannot be read and approved at 

special meeting, unless notice t ' " 
do so was mentioned in the call. 
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OUTLINE FOR MINUTES 

First, kind of meeting: regular, special, or 
adjourned regular, adjourned special. 

Second, name of the organization. 

Third, date of meeting and place, when it is 
not always the same. 

Fourth, the fact of the presence of the regular 
chainnan and secretary, or in their absence the 
names of the substitutes. 

Fifth, whether the minutes of the previous 
meeting were read and approved, or their read- 
ing dispensed with. 

Sixth, all the main motions, points of order 
and appeals, whether sustained or lost, and all 
other motions that are not lost or withdrawn. 

Seventh, when the meeting is solely for busi- 
ness, the hour for meeting and adjournment is 
recorded. Generally the name of the member 
who introduces a motion is recorded, but not the 
seconder. 

EXPUNGE FROM THE MINUTES 

Sometimes it is necessary to rescind a matter 
and expunge it from the record. This is done 
by drawing a line around the word or words, 
and writing the word "expunged," giving the 
date of the order. This statement should be 
signed by the secretary. 

"To move to expunge from the minutes is 
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simply a main motion and is treated as such, but 
requires a majority of the entire membership of 
the body, even though a quorum is present and 
the vote to expunge is unanimous. "^ — Robert. 

Form: "Mr President, I move that paragraph 
number two, on page thre~e, be stricken out." 
Seconded. Adopted. This paragraph is blotted 
out or erased. Should it be a matter we do not 
care to conceal just draw a line around it and 
write the word "expunged," and the number of 
the page where the action of expunging is re- 
corded. Expunging from the minutes is very 
seldom done. 

(During President Jackson's term of office he 
removed United States funds from the United 
States National Bank in Philadelphia and was 
censured for it by the United States Senate. It 
was Thomas H. Benton of Missouri who tried 
for many years to get this vote of censure ex- 
punged from the records. He introduced a reso- 
lution at different sessions of Congress, and each 
time gained a few votes, and finally got a ma- 
jority of the entire membership of the body. 
The vote of censure was expunged from the 
Senate Records January 16, 1837.) 

TO RECONSIDER AND ENTER ON THE MINUTES 

This motion provides means for correcting, on 
the day they occurred, errors due to hasty action. 
The purpose of the motion in this form is to en- 




able a minority to protect the body from the 
action of a temporary and unrepresentative ma- 
jority. The effect is to suspend action on the 
original motion until it is acted upon, or passes 
the time limit. The motion to reconsider and 
enter on the mmutes, when called up, takes prec- 
edence of all motions except to adjourn and 
to fix the time and place to which to adjourn. 
"To reconsider and enter on the minutes" can be 
made only m the day the vote to be reconsidered 
is taken. It may be made even after the vote 
has been taken on the motion to reconsider, pro- 
vided the result of the vote has not been an- 
nounced, 

"It can be applied only to the votes which 
finally dispose of the main question, as follows : 
An affirmative or negative vote on adopting; an 
affirmative vote on postponing indefinitely a 
. main question ; and it may be applied to a nega- 
tive vote on the consideration of a question that 
has been objected to, provided the session of the 
assembly extends beyond that day." In a body 
not having regular business meetings as often 
as quarterly, it cannot be moved at the last busi- 
ness meeting of the session. 

"It cannot be called up on the day it is made, 
except when it is moved on the last day of a 
session of a body not having regular business 
s^sions as often as quarterly, when any one can 
call it up at the last business meeting of the ses- 
sion," 



This motion not only takes precedence over the 
motion to reconsider, but is in order when a 
motion to adjourn is pending or when a member 
has the floor. While it does not require a vote 
at the time, it must be made by one who voted 
on the prevailing side of the question. The 
object of this motion is to delay final action to 
another day or meeting. It is sometimes very 
useful, especially when a number of members 
are absent. 

Form: "Mr. President, I move to reconsider 
the vote on the resolution and have it entered on 
the minutes." 

Chair: "Did the member vote on the prevail- 
ing side of the question?" 

If this motion is made at a monthly or weekly 
meeting, it goes over to the next meeting. 

Form of calling up a motion that has been re- 
considered and entered on the minutes: "Mr. 
President, I call for the motion to reconsider the 
vote on the resolution, 'Resolved, That we build 
a new library.' " This does not require a second, 
and only a majority vote to adopt. 

The motion to reconsider and enter on the 
minutes is used largely in legislative bodies, and 
in meetings not fairly representative. 



CORRESPONDING SECRETARY 
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The corresponding secretary has full charge 
of all correspondence. If the society ord«^ 



letter written, it is the duty of the corresponding ^ 
secretary to write it and keep a copy to read to 
the society, if they desire it. Do not write a 
letter in the name of the society, unless ordered 
to do so. The corresponding secretary should 
send out notices of all called meetings and other 
meetings when necessary. The by-laws should 
state the additional duties of the corresponding 
secretary. 

TREASURER 

The treasurer is generally the custodian of the 
funds, and pays all bills upon order of the so- 
ciety. The funds should be deposited in a bank, 
in the name of the society. He should take a 
receipt for money paid out, and keep all receipts, 
for they are the vouchers. It is always better 
to pay by check. The treasurer should insist 
that accounts be audited every time that a report 
is made. When a report is made, it should be 
referred to the auditor, or auditing committee. 

The treasurer's books should contain all items, 
but the report read to the society need only state : 
First, amount of money on hand ; second, amount 
received; third, amount paid out by order of the 
society ; fourth, balance on hand. This is all that 
is necessary when there is an auditing committee 
or auditor. If there is no auditing committee or 
auditor, details in full should be given. The 
treasurer should give a bond, the society paying 
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for it. As soon as a new treasurer is elected 
the books and money should be turned over to 
him, the retiring treasurer taking a receipt in full 
for same to protect himself. The check is a 
receipt for the society. 

In large societies, the treasurer's report should 
be printed, and distributed among the members ; 
but the society must pay for it. This is necessary 
where large amounts are involved. Form : Mr. 
President, the Treasurer desires to submit the 
following report: 



November i to December i, 1917. 

Amount on hand 

Receipts 

Dues $50.00 

Donations 50.00 $100.60 * 



Disbursements 

Rent $60.00 

Help hire 40.00 

Repairs 10.00 

Contributions 30,00 $140.00 

Balance on hand 70.00 
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$210.00 

Mrs, Hir.\m Berry, 

Treasurer. 



If there is no auditor or auditing committee, 
the Chair says, "What will you do with this 
report ?" 

Member: "I move that the report be ac- 
cepted." Seconded. 

Chair : "It has been moved and seconded that 
the report of the treasurer be accepted. Are you 
ready for the question? All in favor of accept- 
ing the treasurer's report say 'aye' ; opposed, 'no.' 
The 'ayes' have it, and the motion is adopted." 
(The Chair may say, "Without objections the 
report of the treasurer will be accepted." This 
saves time.) 

If there is an auditor or auditing committee, 
the Chair should say: "You have heard the re- 
port of the treasurer. Are there any questions? 
As the report of the treasurer has not been 
audited, it will be referred to the auditor (or the 
auditing committee)." The by-laws usually pre- 
scribe the time for the auditor or auditing com- 
mittee to make their report. 

AUDITOR OR AUDITIN'G COMMITTHE 

Every society of any kind that handles money 
should have an auditor or auditing committee. 
The auditor should be elected at the general J 
election when other officers are elected; or if a 
committee, appointed as other standing com- 
mittees. The by-laws should provide for an 
auditor or a committee, and state Vicra •a.-^wc&tSi.- 
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Every society owes it to its treasurer to have an 
auditor or committee to audit the books. As soon 
as the treasurer's report is received, it should 
be referred to the auditor or auditing commit- 
tee. It is the duty of the auditoi: or the auditing 
committee to examine carefully the books and 
vouchers of the treasurer, and know what is the 
balance on hand. Then the chairman of the 
auditing committee or auditor should make a re- 
port on the books and vouchers of the treasurer. 
Chair: "The report of the auditor or auditing 
committee will now be received." 

Form: Mr, President: The auditor has exam- 
ined the books and vouchers of the treasurer and 
finds them to be correct. Amount on hand, $70.00. 
Minnie Mahler, 
Auditor. 

Chair: "What will you do with the report of 
the auditor?" 

Member : "Mr. President, I move that the re- 
port of the auditor be accepted." Seconded. 

Chair: "It has been moved and seconded, 
that the report of the auditor be accepted. Are 
you ready for the question? All in favor say 
'aye'; opposed, 'no.' The 'ayes' have it, and the 
motion is adopted." The Chair further says," 
"Accepting the auditor's report is equivalent to 
accepting the treasurer's report." 

In conventions where they do not have an 
auditor the president appoints an auditing ( 




mittee at the same time other committees are 
appointed. 

BOARD OF DIRECTORS, MANAGERS, OR TRUSTEES 

Such "Boards" are created in the manner 
specified in the constitution or by-laws of the 
body. The board usually divides itself into com- 
mittees having charge of different branches of 
the work. Sometimes the by-laws of a society 
make its president and its corresponding secre- 
tary ex-ofiicio president and secretary of the 
board of directors. 

The board of directors organize as any other 
body, with a chairman and secretary, whom they 
elect if not appointed by the society. In small 
board meetings do not use the formahties neces- 
sary to transact business in a large assembly. 
Everything is very informal in small board meet- 
ings. The by-laws usually require an annual re- 
port from the board of managers, giving a brief 
account of its work for the year, with recom- 
mendations for the future. The club cannot 
change the report of the board. It may not en- 
dorse it, or allow it to be printed, but it cannot 
make it appear that the board stated anything 
different from what it has reported. After each 
annual meeting the board elects new officers and 
committees. The report of the board adopted by 
the society is published in its annual proceedings, 
as the report of the board of managers. Ex- 
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officio members of boards are members by virtue 
of their office and when such a member ceases to 
hold the office his membership terminates auto- 
matically. 

A board of directors requires a quoruni to 
transact business, which is defined in the by- 
laws for the board. An ex-officio member of a 
board of managers has all the privileges, with 
the right to vote, but none of the obligations of 
a member. 

"If the governor is ex-officio a member of a 
board of trustees of an institution, he has the 
rights of the members of the board, but not the 
obhgations of membership." 



Chapter XIV 

ORDER OF BUSINESS, ETC. 

Order of Busui^ss — Form of Opening Exercises 
— Calling a Meeting to Order — Kinds of Meet- 
ings — Filling of Blanks — Debate 

ORDER OF BUSINESS 



Every organization has its own order of busi- 
ness. It is the secretary's duty to have the order 
of business on the desk of the president. With 
one firm stroke of the gavel the president calls 
the meeting to order, by saying, "The meeting 
will please come to order." 

Form: 

Opening Exercises, 

Reading of Minutes. 

Roll Call. 

Communications. 

Report of Treasurer. 

Report of Corresponding Secretary. 

Reports of Standing Committees. 

Reports of Special Committees. 

Unfinished Business. 

141 
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New Business. ^^^| 

Program of the Day. ^^^| 

Adjoununent. ^^^| 

CALLING A MEETING TO ORDEK ^^^| 

Chair rises, and with one firm stroke of the 
gavel says, "The meeting will please come to 
order." After the opening exercises he says, 
"The secretary will read the minutes ot the 
previous meeting." The Chair takes his seat 
while the minutes are being read. 

After the reading of the minutes, the Chair 
says, "You have heard the reading of the min- 
utes. Are there any corrections ? There 

being none, the minutes stand approved." If 
any corrections, the Chair says, "Are there any 

further corrections? There being none, 

the minutes stand approved as corrected." 

Chair: "The secretary will call the roll." 

"Are there any communications 1" 

"The report of the treasurer will now be re- 
ceived." 

"The report of the corresponding secretary." 

"The report of the standii^ committees." 

"Committee on education. Prof. V. O. Gilbert, 

Chairman." 

"Committee on finance, Thomas Cromwell, 
[ Chairman." 

L 
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"The report of special committees will now 
be received." 

"Entertainment, Mrs. J. Murphy, Chair-- 
man." 

"Resolutions, Miss Bettie Cromwell, Chair- i 

"Under the head of unfinished business we I 
will take up the resolution, 'Resolved, That the i 
society take up the study of Keats for the fall.' 



"Any new business ?" 

"We will take up the program of the day." 



"The Chair will entertain a motion to ad- | 
Joum." 

KINDS OF MEETINGS 

Regular. Adjourned Regular. 

Special. Adjourned Special. 

A regular meeting is the time specified, usually 
in the by-laws, for a society to meet-:- weekly, 
monthly, or quarterly. Each meeting is a sep- 
arate session. 

If the regular meeting adjourns to meet at j 
another time, it is an adjourned regular which 
is a continuation of the regular meeting, and the 
business is taken up where it was left off in the 
regular meeting. The two meetings constitute 
one session or one meeting. Therefore, an ad- 
journed meeting is a continuation of the meet- 
ing of which it is an adjournment. 



A special meeting is a meeting called for some 

special purpose, and so stated in the call, and no 
other business than that stated in the call may be 
transacted. If the special meeting adjourns to 
meet at any time, it is an adjourned special, 
which is a continuation of the session, the two 
meetings constituting one session or one meeting. 
Therefore, an adjourned special is a continuation 
of the meeting of which it is an adjournment. 

In the election of officers where the by-laws 
require the election to be on a certain day, jin- 
nually, should something prevent the members 
from being present, and there is not a quorum, a 
member can move an adjourned meeting, pro- 
vided the time for the meeting is set before the 
next regular meeting. The election of officers 
at this meeting is just the same as the regular 
meeting, since this is a continuation of the regu- 
lar meeting when the officers were to be elected. 

A meeting is a gathering where there is no 
separation of the members, except for a recess 
of a few minutes. 

A session is the time during which a body 
meets for the transaction of its business. It may 
consist of one meeting or many meetings. 



FILLING OF BLANKS 
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The motion for filling blanks is similar to 
motion to amend. A resolution is sometimes 
offered with a blank to be filled with a number, 



ORDER OF BUSINESS 



name, or date. Each member of the society J 
may make one motion for the filling of the blank. 
Without general consent a member can only pro- 
pose one name or number for each place. Vote j 
on the names or the numbers as they are pro- ■• 
posed, until some one receives a majority vote. 

"If the blank is to be filled with a date or a 
number, you vote on the longest time and the 1 
largest sum first, usually." 

If a committee is instructed to buy a lot for ' 
a blank amount, the voting on filling the blank 
should begin with the largest sum proposed, and 
if that is lost all who favored it would favor 
the next largest sum, and so on down to the i 
largest sum that is favored by a majority. If i 
the voting began with the smallest sum every 
one would be willing to pay that amount which 
might be adopted, and thus cut off voting on the , 
other propositions, when perhaps a majority J 
would prefer spending a larger amount 

If a committee was authorized to sell a lot forJ 
a blank amount, there would be more in favor 
of the large sum than the small. To get the 
wish of the body the voting should begin with 
the smallest sum proposed ; those willing to sell 
for that amount would be willing to sell for the 
next larger sum ; finally the smallest sum for 
which the majority is willing to sell will be I 
reached. 

The blanks in a resolution should usually he ] 
filled before voting on the teso\M'L\Q'n.. 
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Remember that where a blank is to be filled 
with numbers or sums, the voting should first be 
on the sum or number least likely to be adopted. 

If blanks are to be filled with names, and there 
are more names than required, take the vote 
by ballot to select the names required to fill the 
number of blanks. 

DEBATE ^^H 

After a motion has been stated by the Chair 
it is open to debate, and not before. By common 
consent the maker of a motion may make pre- 
liminary remarks. It is customary to accord to 
the mover of the motion the first opportunity to 
speak. 

Without a special rule, a speaker is limited to 
ten minutes, but the body may extend the time. 

A member must rise, address the Chair, and 
wait for recognition. His remarks must be re- 
stricted to the question directly before the body. 
He should avoid all personalities, the use of 
names, and may be held accountable for objec- 
tionable words used in debate. A member speak- 
ing may temporarily yield the floor, and at the 
same time retain the right to finish his remarics, 
provided his yielding is recognized by the Chair. 

The Chair says, "Will the member yield the 
floor?" 

Each member has the right to speak once on 
a debatable question, If a member has exhausted 



ORDER OF BUSINESS I47 

his right to speak on the main motion, and amend- 
ments are offered, he may speak on each amend- 
ment in turn. 

Giving information and debating a question are 
not the 'same thing. A member may give in- 
formation without its affecting his rights to 
speak to the question. 

Debate is out of order during the verification 
of a vote. While a member may vote against his 
own motion and also offer amendments to it, he 
must not speak against it. If his \ 
changed he may announce his change of atti- 
tude. 

In speaking refer to members as "The member 
on my right" or "The member who has just 
spoken." Refer to officers by their titles. Par- 
Uamentary etiquette decrees that there shall be 
no personalities in debate. A member may 
dulge in sarcasm or quick retort, if he has the 
skill to do so without getting too near the line 
of personality. 

A member who remains standing while an- 
other is speaking, or rises while another member 
has the floor, or approaches the table of the pre- 
siding officer, is out of order and should not re- 
ceive recognition. A member who presents a 
motion or the report of a committee should be 
allowed not only to open the debate, but also to 
close it. This gives him an opportunity to an- 
swer all objections which may have been pre- 
sented. If the Chair rises to give information 
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or to'state a point of order, the member speak- 
ing must take his seat until the Chair has fin- 
ished. 

The members of a body in session are to be re- 
garded of equal rank, and the same courtesy 
granted each. In the House of Representatives 
in Congress a member cannot speak more than 
once on the same question, nor longer than one 
hour. In the Senate there is no limit to the length 
of a speech, but a senator cannot speak more 
than twice on the same day on the same ques- 
tion, without permission of the Senate, which 
question is not debatable. To secure freedom of 
debate senators and representatives cannot be 
arrested during the session of Congress, except 
in case of treason, felony, and breach of peace. 




CONVENTIONS, ETC. 

Conventions — Resignations — Vacancies — Mo- 
tions that do not Require a Second — Motions 
that may be made without Securing the Floor 
— Motions that cannot be Reconsidered — 
Affirmative Votes that cannot be Reconsidered 
—Motions that Require a Two-thirds Vote — 
Motions that cannot be Amended — Motions 
not Debatable 

CONVENTIOKS 

A national or state convention is an organized 
body with a constitution and by-laws, by which 
it is governed in connection with Parliamentary 
Law. A committee on credentials and one on 
program should be appointed before the meeting. 
These two committees may have been appointed 
at the last convention or by the executive board, 
or the president, as prescribed in the by-laws. 
The credential committee should be on hand be- 
fore the meeting convenes, so as to have its re- 
port immediately after the opening addresses. 
149 
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The program committee should have its program 
printed in advance. 

When the hour arrives for the opening of the 
convention, the presiding officer stands at the 
desk and with one firm stroke of the gavel, says, 
"The convention will please come to order." 

It is customary to open the convention with 
prayer, followed by an address of welcome and 
a response. While the program has not been 
adopted by the convention, it is the president's 
guide as to the order of business. 

As soon as the opening exercises are con- 
cluded, the Chair calls for the report of the com- 
mittee on credentials. The chairman of the 
credential committee makes the report, which 
consists of a list of the delegates and their al- 
ternates, whose credentials have been found to 
be correct, and of the ex-officio members who 
have registered as present. When this report is 
read some member should move "That this re- 
port be accepted." 

Then the Qiair calls for the report of the pro- 
gram committee. After the reports of the cre- 
dential and program committees have been 
adopted, the convention is ready for business as 
stated in the program. These two committees 
are retained throughout the convention. 

The Chair on the first morning of the con- 
vention appoints such committees as are neces- 
sary for the success of the convention, as resolu- 
tions of courtesy, and condolence, or sympathy, 
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The 1^-laws usually prescribe the method 
of appointing committees, and if not, a member i 
may move that the Chair appoint such special j 
committees as are necessary. 

Conventions generally dispense with the read- 
ing of minutes. In other cases those of the first 
day are read at the beginning of the first meeting 
of the second day, and at the close of the con- 
vention the minutes of that day should be read J 
and approved. If not, the board or some com- 
mittee should be authorized to read and approve -j 
the minutes of the last day of the convention. 
When through with the business the convention i 
adjourns siit-e die. 

RESIGNATIONS 

A resignation is a voluntary act and is c 
privilege. All resignations should be presented J 
in writing to the body, party or committee from I 
whom the appointment or election came. When] 
a resignation is presented, if an officer or a mem- 
ber, it is hke any other main motion and becomes ] 
the property of the body, and is treated as a main 1 
motion. A vote on a resignation cannot be, re- I 
considered, and goes into effect at once. 

VACANCIES 

Vacancies are caused by resignation, death, 
expul.sion, or election to -j higher office. A body 
has the right to expel a member under certain 
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restrictions, but it requires a two-thirds vote of 
the members of the body present and voting. 
The members should be furnished with a written 
copy of the charges made against the member to 
be expelled, and he should be given a trial by the 
body. Just before the trial a committee is 
usually appointed to investigate the charges made, 
and it reports at the trial meeting. 

A member elected to fill a vacancy serves no 
longer time than the remainder of the term of 
the member whose place he fills. 

A federal law empowers the states and terri- 
tories to provide by law the times of election to 
fill vacancies. 

MOTIONS THAT DO NOT REQUIRE I 

Point of order. 

Parliamentary inquiry. 

Raising a question of privilege. 

Call for division of the question. 

Leave to withdraw a motion. 

Objection to the consideration of a question. 

Nominations. 

Filling blanks. 

Call for orders of the day. 

Call for division of the body. 

Call up motion to reconsider. 

Inquiries of any kind. 
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MOTIONS THAT MAY BE MADE WITHOUT SECURING \ 
THE FLOOR 

Appealing from the decision of the Chair. 
Raising a question of privilege. 
Call for the orders of the day. 

A point of order, 

MOTIONS THAT CANNOT EE RECONSIDERED 

To adjourn. 

To suspend the rules or order of business. 

To lay on the table (if adopted). 

To take from the table. 

To take recess. 

To commit, if the committee is at work. 

Elections. 

To reconsider. 

AFFIRMATIVE VOTES THAT CANNOT BE 
RECONSIDERED 

"To amend, repeal, or rescind the constitutioti, 1 
by-laws, rules of order, or any niles that require J 
previous notice for their amendment." 

Proceed to the orders of the day. 

To reopen nominations. 

"Negative vote to postpone indefinitely cannot i 
be reconsidered." 

MOTIONS THAT REQUIRE A TWO-THIRDS VOTE 

The previous question. 

To amend the constitution and by-laws. 
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To take up a question out of its proper order. 

To make a special order. 

Extending, limiting or closing a debate. 

Objection to th;: consideration of a question. 

Amending orders of business. 

To suspend the rules. 

To discbarge a committee without previous 
notice. 

To limit the names to be voted for. 

To close nominations, or the polls. 

To extend the time appointed for adjcB 
ment, or for taking a recess. 

To expel from membership (also requires 
previous notice and trial). 

Refusal to proceed to the orders of the day. 

To rescind or annul a standing rule, or a pro- 
gram, or a resolution previously adopted, with- 
out giving notice at a previous meeting or in 
the call for the meeting. 
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MOTIONS THAT CANNOT BE AMENDED 




To adjourn (except when qualified). 

To object to the consideration of a question. 

Call for the orders of the day. 

Question of order and appeal. 

Call for a division of the body. 

A request of any kind. 

To grant leave to withdraw a motion. 

To take up a question out of its order. 

To lay on the table. 



iiestion. 
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To take from the table. 

To fiU a blank. 

To reconsider. 

To postpone indefinitely. 

The previous question. 

A nomination. 

To amend an amendment. 

To suspend the rules. 



NOT DEBATABLE 

Previous question. 
To lay on the table. 
To take from the table. 
To reconsider an undebatable motion. 
Objection to the consideration of a question. , 
Suspension of the rules. 
Call for the orders of the day. 
Adjourn (when not qualified). 
Take a recess (when privileged). 
To fix time and place to which to adjourn 
(when a privileged question). 
Appeal (when made while an undebatable ' 

E pending). 
in undebatable motion. 



GOVERNMENT 

Slate Government — The Legistative I 
— Stages of a Bill and Joint Resolutions 
through tlie Legislature — Governor, Chief Ex- 
ecutive — The Stale Courts — National Govern- 
ment — Congress 

STATE GOVERSMENT 

First, the Legislature — ^the Iaw-makin|r; sec- 
ond, the Governor — the law-enforcing; thin}, 
the State Courts — the law-interpreting. 

Every constitution in the Union has provided 

for these departments. 

THE LEGISLATIVE DEPARTMENT 



This is the law-making body of the state, and 
is composed of an upper and lower house. 

The Senate is the upper house. The length of 
the legislative session, the qualification of mem- 
bers, the term of office, and their salary depend 
upon the state constitution and also the laws, 
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The state is divided into senatorial and rep- 
resentative districts. The state senators and rep- 
resentatives are elected by the vote of the people 
of the districts. There are thirty-eight senators 
and one hundred representatives in Kentucky, 
elected by the people. 

Sixty active working days not including Sun- , 
days and national holidays constitute a l^slative 4 
session in this state. J 

The term of office for senators is four years. J{ 
They receive ten dollars per day, mileage to and > 
from home at the rate of ten cents per mile, and 
stationery. The members of the Lower House j 
receive the same, but their term of (rffice is only ] 
two years. i 

Before a person can be a state senator he must \ 
be thirty years old, a citizen of the United States ! 
nine years, and must live in the state. \ 

To be a member of the House of Representa- 1 
lives a person must be twenty-four years old. ' 

Representation in the Legislature of the state 
is based upon population. The House of Rep- \ 
resentatives elects its speaker and other officers 
and has the sole power of impeachment. The 
lieutenant governor presides in the Senate, but 
the other officers are elected by that body. , 

STAGES OF A BILL AND JOINT RESOLUTIONS I 

THROUGH THE LEGISLATURE i 

j A bill is prepared and introduced by a member 1 
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enue and taxation, it must originate in the House 
of Representatives. 

After a bill is introduced, the clerk reads it 
only by title. The president of the Senate (or 
speaker of the House) then refers it to the 
proper committee (of the body in which the bill 
originated). It is numbered and printed when 
referred to the committee. The committee con- 
siders the bill and reports it back, with or with- 
out recommendations, to the body in which it 
originated. The bill and the report from the 
committee are printed and placed on the calen- 
dar. Then the bill is taken in its regular order 
from the calendar and read the second time in 
full by the clerk. It is open to debate or amend- 
ment unless the previous question is ordered, 
which if adopted cuts off debate and amend- 
ment. Then the bill is read the third time by 
title only. (Any member may demand the read- 
ing in full of the eng;rossed copy if he desires.) 
It is then placed on its passage by the speaker or 
president. Then it is transmitted to the Senate 
by the House clerk, if a House bill. If a bill 
originates in the Senate it is taken by the Senate 
clerk to the House for consideration. 

A bill goes through the same form in either 
body. After which it is returned to the body in 
which it originated with or without amendments. 
If the bill is passed without amendments, it goes 
into possession of the clerk of the body in which 
it originated. Then the enrolling clerk of the 
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body in which the bill originated enrolls it ver- 
batim from the original. After it is enrolled it 
is compared by the committee on enrollment in 
each House. If found correctly enrolled the 
chairman of each committee reports it to the 
body, and it is compared again by the clerks of 
each body, and signed by the clerk of the body in 
which it originated, also signed by the president 
of the Senate and speaker of the House, and 
said clerk takes it to the governor for his ap- 
proval. If the governor approves it he does so 
with his signature. It becomes a law at once if 
it has an emergency clause ; otherwise, in ninety 
days after its signature by the governor. It is 
then filed with the secretary of state. 

If the governor vetoes a biil while the assembly 
is in session, it may be taken up in the house 
in which it originated, and passed over his veto, 
but it must receive a two-thirds vote in each 
body. 

The governor is allowed ten days after the Leg-, 
islature adjourns for approving bills, and if not 
signed within that time they become the law with- 
out his signature, 

All bills for raising revenue must originate in 
the House of Representatives, but the Senate may 
propose or concur in amendments. 

GOVERNOR — CHIEF EXECUTIVE 

The executive division of government i 
^w-cnforcing power. The governor is the chief 
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executive. His duty is to see that the laws of 
his state are executed, to study the condition and 
needs of the state, and to prepare a message to 
the Legislature setting forth these needs and 
conditions. 

He should fill all vacancies that come under his 
appointing power; appoint certain state officers; 
sign all bills he approves of, that pass the legisla- 
ture; and veto those he deems not just; call out 
the militia when necessary to suppress insurrec- 
tion; grant pardons to convicted criminals when 
right ; call a special session of the legislature 
when necessary. The governor of Kentucky is 
elected for four years, and receives a salary of 
six thousand five hundred dollars per year, all 
expenses when on duty for the state, and in addi- 
tion, a mansion lighted, heated, and furnished 
and three thousand dollars per year for public 
entertaining. 

Hon. A, O. Stanley, of Henderson, is the pres- 
ent governor of Kentucky. 

The duties of the governor are not alike in the 
different states, hut a large part of their work is 
the same, and their powers are similar. 

Most of the states have the following state 
officials elected by the people : governor, lieuten- 
ant governor, secretary of state, treasurer, audi- 
tor, attorney general, commissioner of agricul- 
ture, and superintendent of public instruction. 

These are all elected by the popular vote o£ the 
people of the state. 





THE STATE COURTS 

The courts constitute the law-interpreting di- 
vision of the state government. 

The state constitution sets forth the leading 
features of the courts. The courts in different 
states go by different names, yet the jurisdiction 
is about the same. 

The court of appeals is the highest court in 
Kentucky. It holds annual sessions from 
September fifteenth usually to about June twen- 
ty-second at the state capital: Five judges 
and one commissioner constitute the court of 
appeals in Kentucky, and each receives a 
salary of five thousand dollars per year, and 
an office furnished in the new Capitol build- 
ing. A person to be a member of the court of 
appeals must be thirty-five years old and a citizen 
of the state for five years. He must have resided 
for two years in the judicial district from which 
he is elected, 

NATIOX.\L GOVERNMENT 

The divisions of the national government are: 
First, Congress — the law-making; second, the 
President— the law-enf orcing ; third, the Federal 
Courts — the law-interpreting. 



It is the law-making body of our government, 
and consists of the House of Representatives and 
the Senate. 
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ong ses- 



Each Congress lasts two years. The long s 
1 ends in even years, and the short session in 
odd years. The constitution requires not less 
than two sessions of each Congress. The Presi- 
dent, when necessary, may call special sessions of 
Congress. 

Representatives are elected every two years by 
the people. One is not eligible for this office 
unless he has been a citizen of the United States 
for seven years, and lives in the state from which 
he is elected. He must be twenty-five years old. 
There are four hundred and thirty-five members 
in the House of Representatives. 

The Senate of the United States is regarded as 
a body of great dignity and power. There are 
two senators from each state, elected for six 
years and receiving a salary of seven thousand 
five hundred dollars. In some states they are 
elected by the legislature and in other states by 
the direct vote of the people. 

There are now 48 states and 96 senators, and 
each senator is entitled to one vote. No person 
shall be a member of the United States Senate 
who shall not have attained to the age of thirty 
years, and been nine years a citizen of the United 
States, and an inhabitant of the state from which 
he is elected. 

The vice president of the United States is the 
president of the Senate. He does not have a vote 
except in case of a tie. He cannot take part in the 
debates on the floor, nor has he the right t 



ght to ap- i 



GOVERNMENT 



point committees or do anything to influence leg- * 

islation. He is addressed as "Mr. President." 

The senators shall elect their own officers, 
also a president pro tempore. The Senate has the 
sole power to try impeachments. When the 
president of the United States is tried, the chief ', 
justice presides. No person shall be convicted ' 
without the concurrence of two-thirds of the | 
members present, / 

There are five hundred and thirty-one mem- 
bers in Congress, ninety-six in the Senate and I 
four hundred and thirty-five in the House of \ 
Representatives. 

In the British Parliament there are in the 
House of Lords five hundred and fifty-nine 
members, but if three members are present busi- 
ness can be transacted. In the House of Com- 
mons there are six hundred and seventy mem- 
bers, and fortj is a quorum. 
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The Mace — Impeachment — Writ of Habeas 
Corpus — Ex Post Facto Laws — Letters of 
Marque and Reprisal — Electors — Tlie Navy — 
The Militia — Declaring War — Treason — A 
'Democracy — An Alien — Naturalization — 
Members in Congress — Decorum — To Ap- 
prove — An Alternate — Casting Vote — Teii- 
ers — Preamble — Proxy — Mass Meetings — 
Malfeasance in Office — Memorial — Nominee — 
Petition — Ex-Officio — A Body — Body Corpo- 
rate — Body Politic — Cloture or Closure Rule — 
Quasi Voting — Unanimatts Consent — Adjourn- 
m.ettt Sine Die — A Session — Meeting — Quo-^ 
rum — Concur — Referee — Referendum — 
Piracy and Felony — Gerrymander — Govern- 
ment Bonds — Money and Bills of Credit — Fili- 
bustering — A Bill of Attainder — Addendum — 
Maintaining and Supporting Arms — District 
I. of Columbia — Joint Committee 

THE MACE 

The House of Representatives in 1789, at its 
first session, authorized the speaker to procure 
a suitable symbol of authority for the sergeant- 
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at-arms. The mace was secured. It is composed 

of thirteen ebony sticks, silver bound and sur- 
mounted by a silver globe, engraved with a map 
of the world, and upon the top rests a silver eagle 
with wings outstretched. 

A few minutes before the assembling of the 
House, it is the duty of an assistant sergeanl-at- 
arms to carry the mace to the floor, and rest it 
on the platform prepared for the purpose 
against the wall beside the speaker. 

After the benediction by the chaplain the 
speaker declares the House in session, and the 
mace is placed upon a pedestal of malachite, 
where it remains until the House adjourns. 

When the House becomes too noisy for the 
speaker to control, he directs the sergeant-at- 
arms to take the mace from its pedestal and 
carry it among the members. It has been upon 
the rarest occasions only that this authority has 
not been immediately respected. 

IMPEACHMENT 

The constitution gives the House of Represen- 
tatives the sole power of impeachment and the 
Senate the sole power to try impeachment. Im- 
peachment is a written accusation preferred 
against some federal officer by the House of 
Representatives. The president, vice president 
and all civil officers of the United States may be 
impeached. 



PARLIAMENTARY LAW 

Members of the House of Congress, naval and 
military officers are not civil officers and there- 
fore cannot be impeached. 

WRIT OF HABEAS CORPUS 

A writ is an instrument in writing issued by 
authority of law, commanding the person to 
whom it is directed to do a certain act. 

"Habeas corpus," means "you may have the 
body." The writ commands the officer to whom 
it is addressed to bring into court the body of 
the person whose detention is inquired into. 

This is regarded as the greatest safeguard 
against unlawful imprisonment. 

EX POST FACTO LAWS 

Ex post facto laws declare an act to be a 
crime when it was not such at the time it was 
done. 

LETTERS OF MARQUE AND REPRISAL 

They are commissions issued to private persons 
permitting them to go beyond the boundary of 
the country, and take the person or property of 
subjects of another nation as a retaliation for 
some injury committed by such a nation. In 
recent years this method is considered dishon- 
orable. 





Electors are chosen by the popular vote of the 
whole state. Each congressional district usually 
names one elector for the district, and the state , 
convention names two to represent the state at| 
lar^e. 

Each political party usually nominates the futt'i 
number of electors, and then makes every effort I 
to carry the vote of the state for its party. There J 
are eleven congressional districts in Kentucky. 

THE KAVY 

Congress is given the power to provide for i 
and maintain a navy. 

THE MILITIA 

The National Guard is the organized part of I 
the militia, and when needed, the president makes 4 
the call through the governor of the state. 

DECLARING WAR 

In this country Congress declares war. In i 
monarchical governments this power belongs tol 
kings. 

War may exist without declaration. 
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Treason is a crime committed to overthrow- 1 
the government. It is the highest crime that a I 
person can commit against civil society, and! 
deserves the severest punishment. 



A DEMOCRjVCY 

Democracy is a government by the people. 



An alien is a person who, on account of his 
birth in a foreign country, is not entitled to all 
the privileges of a citizen of the United States. 

N ATU BtAL I Z AT !0 N 

Naturalization is the legal act by which an 
alien is given the same privileges enjoyed by a 
citizen born in this country, except eligibility to 
the presidency and vice presidency. 

MEMBERS IN CONGRESS 

There are five hundred and thirty-one members 
in Congress. In the Senate, ninety-six members. 
In the House of Representatives, four hundred 
and thirty-five members. A majority in either 
house constitutes a quorum. The vice president 
of the United States is the president of the Senate. 
The speaker of the House of Representatives 
is elected by the House. There are two Ui 
States senators from each state. 






Decorum is the becoming conduct of members 
in an organization. 



To approve is to declare by good authority i 
the correctness of an act or document. 

AN ALTERNATE 

An alternate is a substitute for a delegate, and 
has all the rights and privileges when acting in-" 
the delegate's place. 

CASTING VOTE 

Casting vote is a vote cast by the Chair to ] 
decide a tie. 



Tellers are members elected or appointed to J 
count a vote. 



"Preamble is the introduction to a resolution ' 
or document stating the reason or purpose of I 
the concluding proposition." 



A person appointed in the place of another ] 
to represent him in voting is a proxy. 



MASS MEETINGS 



i are meetings called to consider something tem- 
L porary or to oi^nize a permanent society. 
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MALFEASANC! 
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The misuse by an officer of his official power 
is called malfeasance in office. 

MEMOHIAl. 

A memorial is a written statement of facts 
addressed to a person in authority or organiza- 
tion, or to the government. It is usually accom- 
panied by a petition. 

NOMINEE 

A nominee is one who accepts a nomination and 
becranes a candidate for office. 



Petition is a request of a formal nature to 
an organized body or a person competent to 
grant it. 

EX OFFICIO ^m 

"Ex officio" means "by virtue of office." M^^ 

A BODY 

A number of individuals considered as a whole 
called a body. 

BODY CORPORATE 

A body created and empowered by law with 
legal capacities as an individual is called 
corporate. 
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UODY POLITIC 

"A body concerned principally with the admin- 4 
istration of government. A body of citizens J 
generally." 

CLOTUBE OR CLOSURE RULE 

A cloture or closure rule is a rule adopted by fl 
some organizations to close debate by a majority! 
vote. 

QUASI VOTING 

"Quasi voting" means "by general consent." 

UNANIMOUS CONSENT 

Unanimous consent means the consent of those | 
present, but there must be a quorum c 
mous consent cannot be given. 

ADJOURNMENT SINE DIE 

Adjournment sine die closes the session, and if J 
there is no provision for convening the body 1 
again the adjournment dissolves the body. 

A SESSION 

A session is the time during which a body 
meets for the transaction of business. It begins 
by the call to order and ends by adjournment 
without day or sine die. Therefore it may con- 
sist of one meeting or many meetings. AH the 
meetings, two or more, constitute one session. 
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A meeting is a gathering. 



QUORUM 






Quorum is a certain number prescribed by the 
constitution or by-laws, that must he present be- 
fore it will be in order or legal to transact 
business. 



To concur is to agree. 



t jy^^ 



A referee is a judge or arbitrator or a person 
to whom a thing is referred. 

REFERENDUM 

Referendum is referring a question previously 
passed upon by a body back to the original elec- 
torate or voters, or the referring of the acts of a 
legislative body back to the people for approval 
or rejection. 



PIRACY AND FELONY 



Piracy is robbery on the high seas. Felony 
a capital crime. 






GERRYMANDER 



Gerrymander consists in changing the boun- 
daries of congressional districts by the politi- 
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cal party in power, so as to give the greatest 
political advantage to the dominant party. 

GOVERNMENT BONDS 

A government bond is a promissory note made 
by the government to pay a certain amount of 
money, with interest, at a given time; and is not 
taxable by state governments, unless the income 
is sufficient to make an income tax. 

BILLS OF CREDIT 

Bills of credit are paper issued by ihe sover- 
eign power, containing a pledge of its good faith 
and designed to circulate as money. 

FILIBUSTERING 

Filibustering is making motions to adjourn, to 
take recess and getting enough members to order 
the yea and nay vote, and to use all means and 
tactics- to kill time and prevent a bill from com- 
ing to a vote. 

This procedure is very unpopular. 

A BILL OF ATTAINDER 

, A bill of attainder is a legislative act which in- 
flicts punishment without a judicial trial. 



ADDENDUM 

Addendum is something added. 
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MAINTAINING AND SUPPORTING 



; ASMS ^^^H 

lecessarv for 1 



Congress votes an appropriation necessary for 
maintaining and supporting our anny. 

DISTRICT OF COLUMBIA 

The inhabitants of the District of Columbia 
have no right to vote. The property owners of 
the district pay for one-half of the expenses of 
the local government, and the federal government 
the other half. 



JOINT COMMITTEE 






A joint committee is composed of membei 
the two houses of a legislative body {or of dif- 
ferent bodies), for the appointment of which 
concurrent resolutions of the two houses (or of 
the bodies) are necessary. 
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REVIEW QUESTIONS ^H 


I. 


What is the difference between a resolu- 1 


tion and a main motion ? J 


2. 


How are motions divided? j 


3. 


Name the four classes. 


4- 


What is a motion? 


5- 


Name the four important points in Parlia- 


mentary Law concerning motions. | 


6. 


What does Parliamentary Law accom- J 


plish? 


^ 


7- 


What is it founded on? ^H 


8. 


Name the subsidiary motions. ^^H 


9- 


Of what use are subsidiary motions? ^^^| 


10. 


Which is the lowest of the subsidiary mo- ^^M 


tions ? 


Can it be debated and amended? ^^M 


ir. 


Is the motion to amend debatable? ^^ 


12. 


Name and define the three methods of j 


amending a motion. ] 


13- 


When a substitute motion has been 1 


adopted can the resolution be amended, and if so, ' | 


how? 


_i 


14. 


How would you change or modify a ^^M 


question? ^^| 


IS- 


Name the three ways in which business ^^M 


may be brought before a body. ^^H 




i;5 ^^M 



1 

lending j 



I, 
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16. How is a motion presented ? 

17. Are suggestions motions? 

18. Do all motions require a second? 

19. Name those that do not. 

20. How many amendments may be pendl 
at once? 

2 1 . Name and define the third class of 
motions. 

22. Can a motion to lay on the table be de- 
bated? 

23. After the reading of the minutes, what 
does the presiding officer say ? 

24. If a motion to adjourn is lost, when can 
it be renewed? 

25. Can a motion to adjourn be amended? 

26. What is the difference between a motion 
lo adjourn and a motion to adjourn sine die ? 

27. What is a motion "to commit?" 

28. Who reads the reports of committees? 
zg. What constitutes a quorum in a com- 
mittee? 

30. Can an election to office be reconsidered ? 

31. When there is a tie vote what becomes of 
the question? 

32. What is meant by "general consent ?" 

33. When may the Chair vote? 

34. Can a person submit a resolution and at 
the same lime move the previous question? 

35. Can the mover of a resolution offer an 
amendment to it? 

How many times can a question be recon- 

f 
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37. Can the previous question be called on the , 
motion to reconsider? 

38. What is a "preamble"? 

39. When should it be voted on? 

40. What are credentials ? 

41. Is the previous question used in the United 
States Senate ? 

42. What are orders of the day? 

43. How many tinies can a member speak on I 
the same subject ? 

44- What is a committee of the whole? 

45. In a committee of the whole who is the | 
presiding officer? 

46. Who is the chief executive of your State? .1 

47. Give the different methods of voting and I 
explain each. 

48. What is the difference between a plurality 
vote and a majority vote? 

49. Define "treason." 

50. State the difference between referee and I 
referendum, 

51. Where does Congress meet? 

52. Give the qualifications of a national Sena- i 
tor and Representative. 

53. What House has the sole power to try I 
impeachments ? 

54. What is the division of a question? 

55. If a resolution is not seconded what be- 
comes of it? 

56. Do the orders of the day require a second? 

57. Who should preside at elections? 



58. Is it necessary for business to have inter- 
vened between the vote on a question and its 
reconsideration ? 

59. When may the reconsideration of a ques- 
tion be moved ? 

60. What is the effect of the motion to re- 
scind ? 

61. May a rule be suspended without a by- 
law permitting it? 

62. Is a point of order debatable? 

63. Is a motion to adjourn always privileged? 

64. Are members compelled to vote for those 
nominated ? 

65. May a board of directors fix its own 
quorum ? 

66. May a presiding officer vote? 

67. May business be transacted at a special 
meeting if no notice of such business has been 
given in the call for the meeting? 

68. How is a substitute motion treated ? 

69. What is the effect of indefinite postpone- 
ment? 

70. When is a motion in order to take a ques- 
tion from the table, and by whom? 

71. May an amendment be tabled? 

72. How many departments of state govern- 
ments? Name and define each. 

73. What is a writ of habeas corpus? 

74. Of what does Gerrymandering consist? 

75. When a substitute motion has been 
adopted can any further amendment be made? 
If so, how? 
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REVIEW QUESTIONS '^^iP^^^I 


;6. 


Can a 


person on the door be interrupted? ^^H 


77- 


When 


may a motion be withdrawn? ^^H 


78. 


Name and dehne the privileged motions. ^^^| 


79- 


What 


is meant by a body politic ? ^^^M 


So. 


Define 


some of the duties of a correspond- ^^H 


ing secretary. 


-^^H 


8l. 


Give an outline for minutes. ^^^H 


8z. 


How should minutes be signed ? ^^B 


83- 


What 


motions are allowed in committee ^^^^| 


of the 


whole 


^1 


84. 


What 


is the supreme law of the state? ^^H 


85- 


How 


re state laws made? ]^^^| 


86. 


What 


is the name of your highest court? ^^H 


87. 


What 


is a majority vote? ^^^H 


88. 


Define 


a constitution and give an outline ^^H 


for drafting a constitution. ^^^| 


89. 


What 


is meant by the governor's veto? ^^H 


90. 


What 


is iilibustering? ^^^| 


91. 


What 


vote is required to "expunge from ^^H 


the minutes? 


^^H 


92, 


Can one speak against his own motion? ^^^H 


93. 


How may committees be appointed? ^^| 


94. 


What 


is meant by a minority report? ^^^M 


95. 


Define 


the duties of tellers? ^^M 


96. 


How 


\re credentials obtained? ^^H 


97. 


What 


are special rules ? ^^| 


98. 


How 


are constitutions and by-laws ^^H 


amended? 


^^H 


99. 


What 


is an officer pro tem. ? ^^H 


100 


What 


s the meaning of the previous ques- ^^H 


tion? 


l_ 


J 
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Bills of credit, 173 


of, 20 


, legislative, how en- 


, chairman of, 20 


acted, iS7 


.joint, 174 


Blanks, filling of, 144 


of the whole, 25 


Board, etc., quorum of, 


of the whole, motion 


140 


to table not in order in. 


, debates in. not to be 


52 


recorded, 126 


of the whole, report 


, how created, 139 


of, cannot be tabled, 51 


.organization of, 139 


— of the whole, rules 


Body, definition of, 170 


governing, 26 


corporate, 170 


may be revived, 2Z 


politic, 171 


—~ meetings, who has 


Bonds, government, 173 


right to appear at, 32. 


By-laws, 89, 91 


minority report 


cannot be suspended. 


from, 23 


S6 


, nominations for a, 23 


, form of, 91, 101 


.quorum in a, 20 


, objection may not be 


report, forms of, 24, 


applied to, 6t 


34 


, suspension of, 92 


. how printed. 


^^^^ Business, introduction of, 


IZ7, 129 


^^& 1 


not subject to 


^B 


objection, 61 


^^^^ Casting vote, 169 

■ Chart, explanation of, 1 


, resignation of mem- 
ber of. 23 
-, rights of a, 22 


W Chair— i^cf President 


■ ■, signing report of, 23 


r, Chairman— .Sfs President 


— , special, 20 


1 and Presiding officer 


, to refer to a, ig 


1 Chairman pro tem., 125 


Committees, 19 


1 Charter members, 94 


, appointment of, 32, 


W Cloture or closure rule. 


33 


1 ■" 


-~~, ex - officio memben 


1 Commit, to, 19 


of, 34 


f Committee, amendments 
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reports of, 34 
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Committees, powers of, jo 


Corresponding secretary, ^^^^H 


, quorum in. 86 


134 ^^^H 


, reports of, 21, 30 




, rights of, 33 


^^^1 


, rules governing, 2a 


■■ — , report 36, ^^H 


should meet, when, 


^^1 


30 


should report ^^^^| 


.special, 32 


39 ^^^1 


.meetings of, 32 


Credentials, form of. 37 J^^^H 


, standing, 29 


^^H 


, have preference 


Debatable, motions that; ^^H 


over special commitlees, 


are 155 ^^H 


29 


Debate, limiting. 7; .^^^H 


1 .three classes of, 25 


.limit of. inform^ I^^H 


Communications, 8 


consideration. 83 ^^^^H 




.rules governing, I4^"^^^| 




Decorum, 168 ^^H 


Conventions, how con- 


Deferring action, 44 ^^^H 


ducted, ISO 


Delegates, contest be- ^^H 


.minutes of, 129 


tween, 36 ^^^1 


, program ot, 38 


168 


Concur, to, i?3 


Congress, members of, 
168 


Dividing a motion, 62 
Division, or rising vote. 


.workings of. 162 


to? 
District of Columbia, 174 


Constitution, adoption of 




a. 98 


Election of absentees to 


^, amendments to, 89 


office. 118 


and by-laws, 89 


of officers in ad- 


cannot be suspended. 


journed meeting, 144 


56 




[ ^.essentials in drafting 


Elections, nomina- 


a. 90 


tions and. 112 




.rules governing, 117 


iContest between dele- 


, w hen president 


gates, 36 


should not conduct, 119 
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Electors, 167 

Elimination, amendment 
by, 17 

Emereency action, to 

ratify, 82 
Executive secretary, 128 

session. 83 

Ex officio, meaning of, 170 
members of 1 



tees, etc., 34 

officers, i3g 

, rights and priv- 
ileges of, 140 

Ex post facto laws. 166 

Expulsion of member, 151 

Felony, 172 

Filibustering, 173 

Fix time and place to 
which to adjourn, 52, 67, 
73 

Floor, motions that may 
be made without secur- 
ing, 153 

Government, 156 

, the national, 161 

Governor, duties of, 159 
Gerrymander, 172 

Habeas corpus, writ of, 

166 
House of Representatives, 

Impeachment, 165 
Indetinile postponement. 




Informal consideration, 82 
Inquiry, parliamentary, 63, 

66,75 

Introducing business, ways 
of, 3 






Joint committee, 174, 

Legislature, 156 

, stages of _. 

joint resolution throu^ 

157 

.state, 156 

Letters of marque, 166 
Limiting debate, 77 
Lay on the table, to, 9, 50 
Lay on the table, to, in. 






vhen previous 
is pending, 4S 



Mace, the, 164 ^^^1 

Mail, voting by, 109 ^^^| 
Main motion, 3 ^^| 

Maintaining and suppoib 



mg a 
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Majority and plurality, 

no, 116 
Malfeasance in olTice, 170 
Mass meetings, i6g 
Meeting, definition of, 144, 

172 

, opening 3 

Meetings, adjourned, 74, 

143, 144 
.kinds of, 143 




Memorial, 170 





Militia, the, 167 


Motions requiring a two> ^^^| 


Minority report, 23 


thirds vote, 153 ^^H 


, form of, 24 


, subsidiary, 6, 9 ^^^| 


Minutes, amending the, 12, 


that cannot be ^^H 


17, 130 


amended, 154 ^^H 


.approval of. 130 


that cannot be recon- ^^^^| 


^— , by whom signed, 127 


sidered, 153 ^^^| 


cannot be tabled, 51 


^^^H 


, how to keep, 129, 130 


National government, the, ^^^H 


.outline for, 131 


161 ^^M 


, reading of, 130 


Naturalization, 168 ^^^H 


should not record 


Navy, the. 167 ^^^| 


suggestions, 1 29 


Nominating committee, ^^^H 


should record only 


114 ^^H 


what is done, 127, lag 


.report of, 114 ^^^| 


,to expunge from, 131 


Nomination, methods of, ^^^H 


,to reconsider and en- 


112 ^^H 


ter on the, 132 


Nominations, rules gov- ^^^H 


Miscellaneous motions, 75 


^^H 


, Motion, amendment of, 7 


Nominee, 170 ^^^^ 


, form of, 7 


Notice for the press, form ^^^^| 


,how to present a, 4 


43 ^^1 


.main, defined, 3 




, rules governing a, 4 


Objection to consideration ^^^H 


- — -.substitute, IS 
,to divide a, 6z 


of a question, 6q 1^^^| 
Officers of new organiza- ^^^| 


, subsidiary, 6 


Officers, duties of, 120 ^^^| 


^.withdrawal of a, 6, 

58 


Order, point of, 63, 76 ^^^| 


, questions of, 64 ^^^| 


Motions, classes of, 2 


Organization, 92 ^^^H 


, incidental, 55 


Order of business, form ^^^H 


.miscellaneous, 75 


141 ^^^1 


not debatable, 155 


, in conven- ^^H 


not requiring a sec- 


^^1 


ond, 152 


■■ , suspension ^^^| 


.privileged, 67 


56 ^^M 
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Orders of the day. 8t 


Previous question, effeci 


, call for, 68 


of. on motion to recon- 


Order, rules of, 88 


sider, 78 




not allowed in 


Papers, reading of, 59 


U. S. Senate. 47 


Parliament, British, 163 


requires only 


Parliamentary inquiry, 63, 


majority to adopt-in 


66,75 


lower house of Con- 


Parliamentary law, (our 


gress. 47 


important points in, 4 


, rule* govern- 


.objects of, I 


ing. 47 


Petition, 170 


Privilege, questions of, 50, 


Piracy, 172 


67, 68 


Plurality vote, iiO 
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